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Chair shown is 
Goodform No. 2125 


There is a complete line 

of GF metal furniture — 

desks, tables, chairs, files 
and shelving 


orm COMFORT... 
less than 2¢ a day 


IVE a man a comfortable chair and he does more 
G work and better work. He goes home less tired at the 
end of the day ... his health is better... and he’s apt to 
be better satisfied with his job. 


Comfortable seating results from correct seating ... and 
that means a Goodform Aluminum Chair, adjusted to the 
individual. Correct seating soon pays for itself and con- 
tinues to pay dividends for the life of the chair. Take a 
man making $1.50 an hour for example. In an uncomfort- 
able chair. he tires quickly. has to get up frequently for a 
stretch. But when he sits in a Goodform— foam rubber 
cushioned, scientifically shaped and balanced. and proper- 
ly adjusted —he is bound to spend more time at produc- 
tive work. An additional 15 minutes a day at his desk pays 
for his correct seating in less than six months. 


A Goodform Aluminum Chair is lower in lifetime cost 
than any other office chair you can buy. After years of 
service. it is just as comfortable and good looking. just as 
light and strong. as it was when new. Welded aluminum 
never gets splintery or rickety. The satin-smooth anodic 
finish stays bright and attractive. The luxurious foam- 
rubber cushioning on seat and backrest keeps its liveliness 
indefinitely. In short. figured on its long useful life. a 
Goodform Adjustable Aluminum Chair costs less than two 
cents per working day. 

See this Goodform No. 2125. the man’s chair. at your 
local GF dealer or branch showroom, ‘Try one for ten days 


in your own office. at no cost or obligation, Available now. 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 


4 product of THE GENERAL 
FIREPROOFING COMPANY 


Department M1 
YOUNGSTOWN 1, OHIO 
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AUDOGRAPH COMPANY 
OFFICES 


NUFACTURING COMPANY « HART 


s of the Pay Station Telephone « 


a” 


ALABAMA 
Birmingham 507 Exchange Bidg. 7-4960 
Huntsville 210 Randolph 71 
Mobile 60 N. Joachim 2-8637 
Montgomery 123 Dexter Ave. 3-7337 
Sheffield 106 N. Main Tuscumbia 2271 
ARIZONA 
Phoenix 448 W. Washington St. 3-8921 
ARKANSAS 
Jonesboro 103 W. Jackson Ave. 3346 
Little Rock 411 Wallace Bidg. 5-6046 
CALIFORNIA 
Los Angeles 1323 Venice Bldg. Drexel 8361 
San Francisco 127 Montgomery St. 
Yukon 6-3616 

COLORADO 

enver 619 19th St. Tabor 2529 
CONNECTICUT 
Bridgeport 211 State St. 3-9149 
Hartford 125 Trumbull St. 6-2554 
New Haven 185 Church St. 8-3650 


DISTRICT OF COLUMBIA 


Washington, D. C. 


802 McLachlen Bids. District 5757 


FLORIDA 
Jacksonville 1201 San Marco Blvd. -95211 
Miami 9445S. W. 8th St. 82-3438 
Orlando 1221 1/2 North Orange St... .3-3292 
rettehense 117 c. — aa. —_ 
ampa 107 N. Rome Ave., Km. 14-1904 
GEORGIA 
Atlanta 155 Spring St., N. W.. CY-8051 
Columbus 1047 13th St. 71937 
Macon 356 Cherry St. IVY¥-2460 
Savannah 110 E. Congress St. 4-3414 
ILLINOIS 
Chicago 620 N. Mich. Blvd... Mich. 2-3444 
KENTUCKY 
Louisville 407 Washington Bldg. JA-6525 
LOUISIANA 
Lafayette 924 Lafayette St. . 328 
New Orleans 620 Commercial Place. RA-7973 
Shreveport .65 Continental Bank Bldg... 3-7050 
MARYLAND 
Baltimore 2511 St. Paul St. Hopkins 2941 
MASSACHUSETTS 
Boston 211 Congress St. Liberty 7270 
ee ae 4 remy Bldg. oe 
pringfie 121 Lyman St. - 
orcester 420 State Mutual Bids. 4-2554 
MISSISSIPPI 
Hattiesburg 218 W. Pine St. 3380 
NEW HAMPSHIRE 
Laconia 626 Main St. 1050 
NEW JERSEY 
ewark. 45 Brantford Pl. Mitchell 3-8130 
NEW YORK 
Albany 230 State St. 4-6380 
Buffalo 259 Delaware Ave... Wash. 8620 
New York City 230 Park Ave. Murray Hill 3-6233 
Rochester 42 East Ave. Culver 5800 
Syracuse Loew's Theatre Bldg. 3-517 
NORTH CAROLINA 
Charlotte 324 S. Church St. 2-4657 
Greensboro 216 W. Market St. 6619 
Raleigh 701 Lawyers Bids. 5487 
OHIO 
Mid-America Sales Corp. 
Cincinnati 1024-26 Temple Bar Elds. 
Dunbar 1545 
Cleveland 2108 Payne Tower 1-5292 
PENNSYLVANIA 
Pittsburgh 335 Fifth Ave. Grant 1665 
at ote Tr 229 Ind 1 Trust Bid 
i 1 tri rust Bldg. 
rovidence ndustrial Tru Eies. . seoe 
SOUTH CAROLINA 
Columbia 920 Main St. 1057 
Greenville 8 Provest Bidg. 2-7667 
TENNESSEE 
Chattanooga 33° Patten Parkway 6-4367 
Knoxville 1800 Grand Ave. 4-9881 
Memphis 236 Shrine Bldg. 37-1730 
Nashville 2511 West End Ave. 7-5275 
TEXAS 
Austin 1301 Lavacca St . .8-3000 
Dallas... 2217 Cedar Springs Ave... R-4158 
Fort Worth 1201 Jones St. . 36-3395 
Houston 1202 Bissonnet Ave...... .Le-5697 
Lubbock Post Office Box 910 ... 8516 
Midland 511 W. Texas Ave. .. 2364 
San Antonio .1119 Navarro St. G-6424 
VERMONT pilin 
Montpelier 81 Main St Mont.” 337 
ma 
VIRGINIA ; 
Richmond 1 North 5th St... 71-9417 
lem 747 Elizabeth Ave., P. O. 372.1290 
WEST VIRGINIA 
Charleston ; 200 Morrison Bidg........ 21-214 
Clarksburg B42Y_ West Pike St........... 06. 
—— Mark 3150W 
rosse 1811 SG eee 
Madison 119 East Main St........... 5-3910 
Milwaukee 541 North Broadway... . Daily 5430 
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/ 
Try to imagine | 3 
: 
the writing instrument | 4 
of 2049... 


It may be a pencil made of a substance not yet dreamed of 
or an electronic stylus in tune with waves of thought. 
& + 


Perhaps it will erase by magnetic impulse 


and offer a hundred colors to reflect the writer's mood. 


Yet one thing will remain unchanged: 


The finest of writing materials will still bear the name 


EBERHARD FABER 


The golden nugget means more than the 
fact that the Eberhard Faber Pencil Com- 
pany was founded in the year of the great 
; California Gold Rush. It is symbolic of 
i‘ the enduring respect age brings a name 
ao ++»@ good reputation Is truly golden. 


ae 
1949 


ENTERING OUR SECOND CENTURY OF LEADERSHIP 
4 OFFICE MANAGEMENT AND EQUIPMENT January, 1949 
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Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


A. Devaney, Inec., N. Y. 
We demand aptitude, but do we reward it? 


A Gift to the Russians? 


% WE WORRY over Russia’s efforts to get the atom bomb 
and ignore the possibility that she is providing herself with 
a weapon just about as powerful—incentives for individual 
accomplishment. 

J. F. Lincoln, head of the Lincoln Electric Co. in Cleve- 
land, and well known as a constructive critic of our own free 
enterprise system, constructively scared a good many people 
at the last annual meeting of the Controllers Institute by mak- 
ing the point that Russia is now emphasizing incentives while 
the trend in the United States seems to be all the other way. 

“There is no question that the Russians are making prog- 
ress, and it is because they have adopted the capitalistic 
principle of offering incentives to the individual,” said Mr. 
Lincoln, after listing some of ways the Russian worker is 
being rewarded for increased or improved output. “Men and 
women are encouraged to develop their potentialities and 
abilities.” 

With us on the other hand, he said, labor is insisting on 
the same wage for all men on the same job, regardless of how 
much or how little each man does or the variance in ability 
among them. In the nation which has most successfully 


demonstrated the value of stimulating ambition in the widest 
possible sector of the population, we seem to have gone into 
reverse on our basic philosophy at a time when a dangerous 
rival may be adopting it for its own. 
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Invincible Filing Cabinets 


You have a choice of four beautiful finishes: olive 
green, grained walnut, grained mahogany and the 
new Modernaire gray. 


All filing cabinets available in either letter or cap 


6 OFFICE MANAGEMENT AND EQUIPMENT 


THE BIG NAME IN FILING EQUIPMENT 
@ EXCLUSIVE — 


Concealed Safe Unit is a patented fea- 
ture available only to ; 
because only the INVINCIBLE line of a 
metal filing cabinets has it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are available in ai, 
the 2, 3 and 4-drawer filing cabinets. abe 


Invincible users 


drawer size. All fittings are metal. Cradle-type 
drawer suspension gives you super-strength for max- 
imum drawer load. See your Invincible dealer or 
write Invincible Metal Furniture Co., Manitowoc, Wis. 


January, 1949 
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when you buy fluorescent fixtures 


This tag identifies a fluorescent fixture equipped with a G-E ballast. 
Look for it. It means that the manufacturer has utilized the advan- 
tages of the industry’s finest ballast to assure rated lamp life and light 
output .. . quiet and trouble-free operation. 

General Electric ballasts are lamp-matched. They are designed, 
built, and tested to get the most out of standard fluorescent lamps 
to give you the kind of lighting you are looking for. Apparatus Depft., 
General Electric Company, Schenectady 5, N. Y. 


GENERAL 
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P.woeescen? Lames, unlike incandescent 
lamps, do not draw current directly from 
the lighting circuit. Instead they draw their 
current through a special transformer or 
ballast mounted in the fluorescent fixture. 


With fluorescent lighting, therefore, the 
amount of the light you get from the lamp, 
the life of the lamp and, to some extent 
the life and efficiency of the fixture itself, 


depend to a large measure on the charac- 
teristics of the ballast. Good ballasts mean 
better lighting. 
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FIG. 1 shows a cross section of an ALL-ROUND 
steel wire. Ace uses only the finest quality, pre- 
cision made, accurately drawn-to-size steel wire. 


FIG. 2 shows the ALL-ROUND steel wire after 
being treated by the Ace Process. This gives max- 
imum strength on the outer edge where it is needed 
most. 
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ACE Hapling 
Machines ¥ Hafpiles 


WHEN YOU are told that bankers prefer Ace 
Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 
enthusiastic endorsement. 


Bankers have found, from long experience, that the successful 
operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 
by using poor grade staples. 


Every Ace Machine and every Ace Staple is produced with a 
degree of skill unapproached in the stapling industry giving 
these products those fine qualities so greatly appreciated by all 
who use them. 


ACE PILOT 


Precision built by skilled 
workmen. Staples and 
pins. 


‘ ; ~ 
Zs x 
ACELINER | a ae ACE STAPLE REMOVER 


“World's Finest Stapler’. * Snaps out clinched sta- 
Staples, pins, tacks and ~ ples in a jiffy. Saves 
hand fastens. finger nails. 


SNES. ass 4 I} 7 
wer bs Machines ton 
ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
IN CANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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/ a HOW MUCH NATIONAL MECHANIZED ACCOUNTING CAN SAVE YOU! 


Concerns of every size and type report savings up to 30°7,—often more! Savings are frequently 
enough to pay for the entire installation in the first year. National’s time-and-money-saving 
features make this possible. The removable form bar shown above, which quickly adapts this 
National Accounting Machine to various jobs, is but one of five outstanding features — and only 
National has them all. In the office, as in the factory, mechanization cuts overtime, 

reduces costs. Ask your National representative to study your present accounting 


te ee a 
7 ap 


set-up and report the savings you may expect from a modern National system. 


THE NATIONAL CASH REGISTER COMPANY. DAYTON 3. OHIO Svational 


ACCOUNTING MACHINES 
CASH REGISTERS © ADDING MACHINES 
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Fre MINGTON 
ELECTRIC De Luxe 


.... Brings Your Typing 
Under Fingertip Control 


Seat yourself at this superb type- 
writer — see how accessible its con- 
trols are, all within the Fingertip 
Zone! Let your fingers stroke its 
scientific keyboard and see how it 
produces fine, letter-perfect typing. 
Notice too, that, no matter how 
many carbons you are making, the 
touch is always uniform; the fast, 
completely electrified action is al- 


ways swift, smooth, effortless. 


10 


No wonder this Electric DeLuxe is 
already becoming a favorite with 
typists — and with executives 
who want greater typing production 
at the lowest net cost! See it today 
at your nearby office of Remington 


Rand Ine. — you'll thrill to it too! 


Reminglon Road 


THE FIRST NAME IN TYPEWRITERS 


OFFICE MANAGEMENT AND EQUIPMENT 


FINGERTIP CONTROL ZONE — every con- 


trol is accessible. located on the front 
of the typewriter — at your fingertips. 


MANIFOLD DIAL CONTROL — a touch of 


your finger adjusts this typewriter for 
the number of legible carbons you want. 


FINGERFIT KEYS are designed to adjust 


your fingers to the correct typing posi- 
tion — give you a surer typing touch. 


YOU TYPE NATURALLY — You're at ease 
from the moment you start. This type- 
writer is designed to speed and ease 
your typing. following through on the 
typing techniques you are now using. 
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e A-S-E factories in Aurora, Illinois, and South 
Bend, Indiana, are more than just so many bricks 
and so much mortar. They’re almost like living 
things, in that they have 36 years of growth be- 
hind them, a well-developed sense of responsi- 
bility to the trade, character founded on product 
dependability, and confidence that the future 
holds an ever-growing acceptance of A-S-E 


products among dealers and users. 


This rare combination of qualities— 
responsibility, dependability, confidence 
—is building Dealer Benefits and Product 


Preference for today and tomorrow. 


laa 


ALL-STEEL EQUIPMENT, Inc. 


900 Cleveland Avenue, Aurora, Illinois 
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Tlow! A Post Binder UML 


DIAMETER POSTS — 
FOR CONTINUOUS FORMS © © © © 


as used in: 
IBM, REMINGTON RAND, UNDERWOOD 
and other popular systems 


CONSOLIDATED Meets the Demand 
for a binder to fit pin-feed 
marginal punched sheets! 


Thin '/s” solid posts, heavily nickel plated, in 2”, 4”, 
and 6” lengths. 


Push-button lock grips securely, yet requires only 
a slight touch to open. 


ALL SIZES CARRIED IN STOCK, CIRCULAR ON REQUEST. 


f 


\ The Consoline 
_\ Presentation Books For... 
Quality » Price » Merchandising + Variety of Colors 


Consoline Presentation Books are perfect for sales campaigns. The plastic folders attrac- 
tively display and protect photos, ad reprints, price lists, testimonial letters, artwork, etc. 
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POPULAR 
STYLES 


LIST PRICES 
INCLUDE 
PLASTIC 
FOLDERS 

ECONOMY $2.90 STANDARD $3.90 DeLUXE $4.50 


MEXICANA $9.00 


See the Consoline Catalog for other styles. Catalog upon request 


COSTE CONSOLIDATED LOOSE LEAF INC. 


536 PEARL STREET COrtland 7-9688 — NEW YORK 7.N. Y. 
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oe SHE'S BEEN OW THE LEVEL EVER SINCE! 


“Our Miss Hooper was pretty unhappy about the unladylike muscles 
she was developing on her job—but the real problem was the produc- 
tive time this stooping, squatting, bending and twisting, chiseled 
from her working day. 


“Happily for Miss Hooper, however, the Diebold Man’s study of the 
‘general work actions’ involved on her job revealed this: Eight exhaust- 
ing motions could be eliminated, enabling Miss Hooper to maintain 
closer control over increasing work loads—without fatigue!” 


The Diebold Man can make unbiased suggestions because he can 


offer all four types of record-handling equipment; rotary, visible and 
vertical filing, as well as microfilm. He knows how the advantages of oe 5 oe “a oat eigehinioe 
F : : cds records, the new Diebo ofilm equip- 
each are best applied, and best fitted to your activities, people, procedures. ment will be of special interest to you, 
Look up Diebold in your phone book, or write poh . a ne 
Diebold, Inc., 1661 Fifth St.. S.W., Canton 2, Ohio. of Diebold’s record-bandling methods. 


\ > —* 
| * Wr l VISIBLE ~~ «% 
| le () V/s 


RECORD-HANDLING Systems 


MICROFILM + ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT + SAFES, CHESTS AND VAULT DOORS + BANK VAULT EQUIPMENT + BURGLAR ALARMS 
January, 1949 OFFICE MANAGEMENT AND EQUIPMENT 13 


- a y) i re my ae 
3 af ‘ — . . ce —- “J a | ye - 7 
ag La R OU SS i _ ia _ -_ \e "a P 4 es 7 E> 4 Tm F Pcad 
oe a6 be . =e = 7. ee ae = 3 - ae ‘ = 
| Fi 
3 
»_— . 
is 
he f, si $e tes Bg. 
ae Peed * BAN see Bea, Beast [%.? g 13% i 
‘ $f MOSER ORES Ne Ae HER 3 § ng bes: GS¥ *. bss £ RN ; 
-~ a. Pe . wey Ase. Ape ite baie -WAEL <) BES i oh, a c * + 
Pf Se Ad : OOS Tae hy LEARY oh oes Seite, 5: Ge AN og}; ay S-4 ae vi ee 
{ ‘i RY SERED eee REE! f3S ee cue Ga ee ET eae Ty By Hs a ‘te 
} feu 4 you Re cgRa he) Beasts PERS OS Se ree de eg SSMS SCR D~ nee) CU A fio o£ Foe IM 
| Se || IW 5? { age. Ae 5 ¥ a. SY Saas OBE op a SO, 3 Sy ORR Racca) vere, «Bag eee ee a 
| PS eee E i Beis $ SR So ANN CARR i SIRE ks SR a OR SRS aks Te Co ay LB ee) ieee: Pi 
or Beek eo . wate Pigs ps > a we Baka: 8 ON Bes ef Laas? + RS alte a sb ied : 4 ae) oe Be 
< 2s || By Sh Sd ih cnole he i MS OT a Ea A eh Pay £8 Ag 3 PI ee AG Page vad Re? ite! - 
| eres: || MN os eta: a) i pie Ca a a OES ARR De Ne AES Ry Sie SG ten in oa § >, 28 7 
ot pak ! vs Be ees: fe Ste er ie te Nien OR ek fe) le ae come S78 bes 
Oy aed vie * gt. tea ‘; i a A aie Ro SOD “Ge of BRI ‘oy » SES bs 
eit es) || | ae nee aoa bis ae pre il See he? COU BR as aR? ORs RR TR go A: Oe rae + 
KS y a - ry Po ae ’ later a et oe bee by SS eee MER? ‘ 
a se | rake etd we SS i gceae Pg a a eis ey Re gh gt R, Ra 
De ae | i noc i ree . eee B® Phas Og OS Oy Se 
ae x Beh" ; es ey ee. iS \ = a 4. : A: - nae ny = Pr * 
: eed a= Ww - mor : a 4 eae 
Tw). ff rr a 
| > oo os 2 ww ‘2 | 
Be . ou ? 7 “ ‘ . nae O : a sc eee P, 
ae a “ «s 4 . a. a 2 at 
oar oe bis - Eames 4 - a, ba Sets 
> | | : | q | +00 er ti : 3 
/ all ; Peg AX 0 ' S ‘ ie N ae 4 
si sf he! . ¥ eae hetiat ST : : gale r 
ee ee . a ‘ital - c i a ; ae as a ee x e ae 
et Beers 8, e Te a — rei > eo oor e a 3 
3 ead : a 7 dle as Sy See ye Tis ee: “4 a e 7 
' “3 : % a r p a anh at . ee ey ae A bi a. © Be xe 1S , ' 
| ue Se aes —_— ye eee a We ae >) eiegema ” ae oe a. . f 
| ; ay ee ge 3 re ae ea i fe ol i hae. 2 at ieee pa t 
ii My ¢ oat i‘ PS x ee ; s = — —— : bb ae : 
| a es z= a : ee Eee } 
7 3 = gee a : a an of ae r 
' : & 35 -* a oh one 2 ee ] . er sie : ; 
—_ a = . oe a pes ee ‘ — fy 
~ ion, me : “e ae an | 
oe | a ole ee age a ee F 
| : iseahe _ ote a ae ae nae vi rs 1 a qf 4 y, . ees! SS og os i} > if ie 
| ge) ree eae . \ a | — “eh ; — aoe > aad 
. 7. Neca > < he. © gree 3 ee td P ae » Sa Ss ae, a+ 
i ——— Ca Bue a - a Oe it 
EOS RS 2s 62) ae =e a ie de ae ee se mag ae j . as ee a, Pie eg a 
SYS ONC a Serer ae ae S| ae Ss ya ae De: i Joa , ee ae ee i Perey x , 
y 3 ae ig $2 & ed 4 Es, * fie i.e a é be? a Rs ‘<— by: ae gS. ig 2 ty dill Miles Atk Ae ‘eke etait ‘ re ye aS nies nid " 
dX Bh ke te ee iets juss i Sar > er F . Se. oe Red ea ee Eran so Sean eee ea 5 eae > a 
we mb Beigste se OR ty ss ee ac. a % Sar ¢ :< sas eee RS As lies oh ihe: CASE? ROY Tay eg 
COREE SCENE ES mn 2 ER Coe aa. Vee sa AE ee She be ee kS 
OURO SDS DOPE Tee a ee oe ener Soe So! TY RY! Beye 
+ Np oa hee ava eae ROR nee ae S iutal 2 (is Ba CUS GR SR 
‘. Be: Bie Bs aN “eh pi! Bs Brey, De PARLE eas i Scape SR. yin i A SN SS Sra tas jf ay Saeed Ce Ld F 
% ee >} ee - tj b a = i as ‘4 Se", ie a Rr Bi i % hig 4: ek xy: ¢ fa 1 a i Adee ay ' * F] 
ie a Sen AT Sm SA, wat, yt ERS: “etek rape Be oe aes ft bt ; 
ae 5 a Ae : } i i oh MPS 3 ‘3 +. tye Ry f° ws? t 3 . 
we ! 
ys? ie ‘ 
—e ; 
,° er" , 
eC ee 
f I va so ] 
. 4 ‘ 
" q 
[ia 
if 
‘| & 7 
> ' b 
f we - Fi 
j kK 
i 7" fe, 
y a: ie 
i eee: ; 
| SQ \ ‘" 
‘ F a 
. rs , 
ee yA : 
| _ 
re 
| ; 
| 
| a 
% 
5 ee ve: Ta ar fot ! i Bu 


Why pay \W\CE 
Sor the same job? 


V1C writing Us cnough 
with 
UARCO 


business forms 


You do pay twice when forms take twice the time they should .. . 
when the typists have to set carbons, line up copies. You pay twice 
when forms take twice the effort... when they have to be re-copied 
for each new use, or to correct needless errors. 

Once does it with Uarco! Carbons are pre-set, copies pre-aligned 
—so there’s no waste time in typing. And no waste effort thereafter 
—one writing makes every copy the job requires. 


The result is dollars saved. In any kind of business— wholesaling, 
retailing, manufacturing, general office—size makes no difference. 


ia for instance ... See the NEW See where you can save. Call in your Uarco Representative for a 
UARCO REGISTER . . . for turning out complete survey of your business form requirements. There is no 


‘a 
% 
4 


RS, sages eomnamnan ihe ut. Same tner and charge for this service—no obligation whatever. | 
ee bother producing handwritten forms for 
ay every purpose. Forms are consecutively 
a numbered to give you complete control. UARCO INCORPORATED 
One copy is automatically filed, safe from Chicago, II1.; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn; 
tampering. Offices in all principal cities 


UARCO 


INCORPORATED 


4 TT SS 
i Y FOR TYPEWRITTEN AND BUSIN 
Business forms 
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Yes, functional design and 
matchless good looks are combined 
in these CRESTLINE Desks and 
Tables to meet your needs for modern 
office equipment that is economical, 
lasting and efficent. 

See how beautifully CRESTLINE will 
fit into your office picture by 


sending the coupon below. 


SECURITY STEEL EQUIPMENT CORPORATION 


OFFICE MANAGEMENT AND 


45 MIDDLESEX AVENUE 


an 
ADDRESS - 
oT ___. 


AVENEL, NEW JERSEY 


Please send me without obligation your folder 
entitled: “CRESTLINE Desks & Tables.” 


___ZONE__ STATE 


EQUIPMENT 15 


a a 
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Announcing still another step forward 


Carter’s Silvercoat 


Here's how Carter's new 

Silvercoat can help you 
solve your duplicating 
problems: 


Send for 


free samples! 


@ Sharper, more legible copies with Silvercoat. 
@ More copies per sheet of Silvercoat. 


@ Operator's hands and clothes stay clean with Silvercoat. 


P ° S e —-For the most efficient method of preparing 
your master copies, use Carter’s Silvercoat Masterfold Units. 


The Carter’s Ink Company 


CAMBRIDGE 42, MASSACHUSETTS 
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in Carbon Paper Development... 


Duplicator Carbon 


A super-fine grade of duplicator carbon 
...for sharper Spirit Process dupli- * 
cation, specially treated to prevent 
| soiling fingers or staining clothes. 


* 


eg YOU'VE BEEN SEARCHING for a duplicating tech- 
nique that will assure sharper copies in greater 
quantity ... and also enable your typists to work without 
smearing their fingers, cuffs and dresses... then you'll 
hail Carter’s new Silvercoat Duplicator Carbon as the 
best duplicating news in years! 


It's clean... 
no more 


Formerly, with the conventional types of duplicator 
carbon, the heavy coating of ink that had to detach 
itself easily and evenly from the carbon in order to 
assure sharp, legible copies a/so came off freely onto the 
operator. Consequently, typing master copies was a 
messy, annoying, unwanted job. 

, But now Carter has changed all this! New Silvercoat 
can be handled as easily and freely as regular carbon. 
Thecoating won't rub off, won’t smudge, won't stain. And, 
of course, Silvercoat gives sharp copies... many copies. 

For better duplicating work . . . and a happier dupli- 

‘ cating machine operator .. . give Silvercoat a trial in 
your office nove! Your favorite stationer or office supply 
dealer will gladly furnish you with a sample folder 
without cost or obligation .. . or write to us direct. 


; 
| A business proposition that lets you test Silvercoat at no cost. 
a Carter’s offers to any business a free supply of | out coupon below and mail to The Carter’s Ink 
Silvercoat samples. For your samples, just fill Company, Dept. B, Cambridge, Mass. 
Name 
Address 
City Zone State 
Dealer’s Name and Address 
. 
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Bas-Bd (we SPTICAL CO. W 

> gaan) § LEAS MEG. CO, You open the drawer. You 

! Bal-Bag _——— Seti Lo var ear 
— Wn Ba - ° 
Baa-Bak 7 cece 


‘ { —— The guides help you to locate d 
| At-Az (S_AuTOMAT 1G SPRINKLER Oe ‘\ ae 
i P : 6 ATLAS POWDER CO, — \ the subdivision you want. 
4 - pox-d:__o& ARMSTRONG CORK CO. Bi te. em 
s « P ES rn 


™ see the center row of large 


easily readalphabeticguides. 


Ar-As % m j Within this subdivision you 
; > .f iP? 
JAN, A “= \ find the folder you are seek- 
. ing under the name you have : 


x in mind. It is natural, simple 
“ARMSTRONG CORK CO, 
AMOUR & 0, A 


and effortless. 


wS > Here are miscellaneous 


folders containing small ac- 


counts. 


} aFTNA NS._CO 
BARE REAGRAS pe \ 
ABBOTT _ARDRATORIES | \ 


Cd 

WRITE FOR DIRECT NAME FOLDER 3922-R FOR COMPLETE DETAIL 
aes 2 SENS Re eens eS re pete geet Pe ‘ S AiG pleas Te EM a. to eet i a ee 
- YAWMAN«o Rape Mr. 10% 1045 Jay Street, Rochester 8,N.Y.U.S.A. 
in Business Since 1880 haa 
Dk tes | 2 TNS ee oh UN 4 aie ee ek om Ka eae Dies, eae 
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THE AMER 


Courtesy Libbey-Owens-Ford Glass Co. 


Executive office in new building of American Stove Co., St. Louis. 
Spectacular window area is of Thermopane insulating glass. 


% AS THE NEW YEAR OPENS, where does the 
American office stand on the calendar of progress? 

Although the office is one of man’s most indis- 
pensable creations, it does its work with so little 
noise and fanfare that its importance and its 
accomplishments are always being taken for 
granted, and many even of those who direct the 
office fail to grasp its significance and potentiali- 
ties, or the way in which it is being adjusted to 
constantly changing needs. 

It is worth reminding ourselves that the office 
today is the center of planning and guidance for 
the world’s productive and distributive activities, 
and it is the American office which sets the pace 
for all offices everywhere in the efficient handling 
of the work involved in this planning and guid- 
ance. 


January, 1949 


The rise of the office to importance has paral- 
leled—because it has been a vital part of it—our 
country’s rise to its present dominant position in 
most fields of endeavor. The period covered by 
this advance of the office is so short that it is 
impossible not to believe that what has been ac- 
complished — wonderful as it is — is only a 
beginning. 

As late as 1880, the Census Bureau reported 
only 172,000 clerical workers in the entire United 
States. Few offices except the very largest had 
more than a single employee or two—a_ book- 
keeper and perhaps a messenger. The typewriter, 
fore-runner of all the machines which the office 
utilizes today, did not begin to come into wide 
office use until the Nineties, yet by 1890 the of- 
fice had already ceased to be a grudgingly-staffed 
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convenience for financial receipt and disburse- 
ment and had started its great march forward. 
What was happening was reflected in startling 
fashion in the Census of 1890, which listed 801,- 
455 clerical employees—a ten-year increase out 
of all proportion to the increase in population. 

The office was still in the Copy Press Era, as 
W. H. Leffingwell, noted management engineer, 
long ago iabeled it in one of his addresses to the 
National Office Management Association. 

This was “the era of bound books—ledgers and 
journals, the box file and the letter copy press,” 
said Mr. Leffingwell. “During this era, which be- 
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gan no one knows how far back, and lasted until 
1900, office records were considered primarily as 
legal evidence. Though there were proportion- 
ately no more commercial lawsuits than now, 
nothing was permitted which in any way depre- 
ciated the original entry as legal evidence. Every 
business man apparently felt it necessary to live 
in a constant state of preparation for prospective 
trouble.” 

In Mr. Leffingwell’s chronology of office prog- 
ress, the Copy Press Era was followed by the 
Systems Era, beginning in 1900 and continuing 
until 1910. During this period the office world 


LEFT: In an office of the Division of 
Accounting Operations of the Bureau of 
Old Age and Survivors Insurance of the 
Social Security Administration. This 
SSA division has 4,400 office employees 
in an office area of 356,745 scuare feet. 
Annual office salary total: $11,321,000; 
annual expenditure for office equipment 
and supplies: $1,825,000. 


BELOW: Veterans Administration central 
building, Washington, D. C. The VA 
has an average of 88,685 office em- 
ployees and utilizes a total office area 
of 14,919,608 square feet. Office sal- 
aries total $269,415,465 annually, and 
$4,009,419 is the annual expenditure for 
office equipment and supplies. 
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was strongly influenced by the thought, promoted 
by A. W. Shaw and his magazine System, that 
the vital preliminary to efficiency in the office was 
orderly, systematic arrangement of office data. 

By 1910, machines were invading the office in 
a big way, inaugurating what Mr. Leffingwell 
called the Machine Era. Systems plus machines 
would give the office the perfect formula for ef- 
ficiency, it was widely believed by those who had 
earlier hailed systems alone as the answer to 
every office problem. 


In a section of the check depart- 
ment, main office, Chase National 
Bank, New York. Banking is al- 
most solely an office operation. 


January, 


Recently completed western home office building of Prudential Insurance Co. of America at Los Angeles. 


“During this period the machine became the 
predominant idea in the minds of harassed man- 
agers,” Mr. Leffingwell pointed out. “They had 
been convinced by bitter experience that system 
was necessary to handle the increasing business 
records and this consideration and the growing 
desire for management statistics induced in them 
a sympathetic attitude towards the machine. If 
it were possible to get a machine to handle the 
system, they were for it. This accounts for the 
tremendous growth of office machine manufac- 
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The office is an information center. Some of the equipment of the Social Security Administration, : 
Bureau of Old-Age and Survivors Insurance, Division of Accounting Operations, located in Baltimore. I 
] 

turing which began with this era. evitably brought along a large-sized management 
“Some little time before 1920, however, the problem. The idea of adopting Taylor’s principles ‘ 
conception was developed that a large personnel, of scientific management had already taken root.” | { 
a maze of records, and a mass of machines in- The office had entered the era in which it finds ] 
i 
Scene at the main office of the Bank of America, San Francisco. The bank has 15,000 office em- ‘ 

ployees, an office area of 3,200,000 square feet, pays $44,766,995 annually in office salaries, and 

$643,821 annually for office equipment and supplies. i 
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itself today—the Management Era. 

The 1940 Census revealed 5,081,416 persons 
classified as clerical and kindred workers. As of 
February 1948, (latest calculation), this figure 
had risen to 7,208,000. To this must of course be 
added a large number of people from other white- 
collar categories whose work is in large part 
clerical, but who are not included in the figures 
just given. 

Between 1900 and 1940, in the country’s great- 
est period of expansion, the number of factory 
workers increased by 75 percent, the number of 
white-collar workers by 356 percent. Much of 
this increase can of course be attributed to the 
increasing part which office work has come to 
play in every phase of endeavor; much of it could 
also be due to failure to make as good use of 
machines in the office as in the factory. 

Personnel is important, equipment is important, 
but should it be necessary as of January 1, 1949, 
in the Era of Management, to emphasize that of 
all the factors which go to make the office efficient, 
management is still indisputably the most im- 
portant? 

Let’s not confuse management with supervi- 
sion, and assume that we have one when we have 
the other. We cannot afford mere supervision. 
For better or worse, the complexity of life is 
increasing at an accelerated pace, and the extent 
and complexity of office work increases with it, 
as records multiply and statistics thicken, and 
paper-work tends to replace love as the force 
which makes the world go ’round. Management 
must provide leadership to cope with all this— 
must make of the office a flexible instrument of 
accomplishment rather than a ponderous robot 
which chews up routine tasks in a routine way. 

Management that is leadership will above all 
consider the human side of the office. It is people 
who work there, with all their virtues and defects. 

Do they work in an environment that inspires 
them? Is good work quickly recognized? Is the 
road to advancement reasonably open? Do they 
have effective means of offering suggestions or 
criticisms or voicing their grievances? Are they 
made to feel that they are a useful part of a use- 
ful whole? 

Management that is leadership will have an- 
swers to these questions. 


We set the pace for offices everywhere. 
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Skyline of Chicago 


Chicago Management Seminar and Show 
January 31st, February 1st-2nd at Stevens 


%* THE tenth annual office equipment display to 
be sponsored by the Office Management Associa- 
tion of Chicago at the Stevens Hotel, January 
31st, February 1st and 2nd, will present the very 
latest developments in office machinery and de- 
vices, the association announces. 

“Business executives are expected to take un- 
usual interest in the forthcoming show because 
of the trend toward greater efficiency at reduced 
cost,” the association says. “Indicative of this 
spirit is the theme of the annual Seminar which 
is being presented concurrently by the associa- 
tion and Northwestern University. The theme is 
‘Operation Economy.’ Outstanding authorities in 
the field of office supervision will discuss various 
ways in which economy may be achieved. Labor 


saving machinery, of course, always offers such 
possibilities.” 

More than 38,000 square feet of space in the 
Stevens Exhibition Hall will be occupied by the 
show. 

The program for the Seminar will include dis- 
cussion on the following topics: 

Today’s Challenge to the Office Manager 

Factors That Affect Profit 

Can You Run Your Office by Observation? 

Are You Overstaffed ? 

Human Relations and Their Effect on Office 

Economy 
Effect of Office Economy on Labor Relations 
Methods Analysis as a Factor in Cost Reduction 
Odd Factors in Cost Reduction. 


Exhibitors at Chicago Office Equipment Display 


Acme Visible Records, Inc., Addressograph Sales Agency, 
Allen Wales Adding Machine Co., All-Steel Equipment, Inc., 
American Automatic Typewriter Co., American Lithofold 
Corp., American Photocopy Equipment Co., Anderson- 
Church, Inc., A. K. Andrews Co, Art Metal Construction Co. 

Bircher Co., Inc., E. W. Boehm Co., Boom Electric and Am- 
plified Co., Inc., Burroughs Adding Machine Co. 

Cincinnati Time Recorder Co., Clary Multiplier Corp., 
Commercial Stationery Co., Comptometer Division, Felt and 
Tarrant Mfz. Co., E. Conway, Inc. 

Davidson Manufacturing Corp., Dictaphone Corp., Diebold, 
Inc., Ditto, Inc., Duplicopy Co. 

Ediphone Div., Thomas A. Edison, Inc., Elliott Addressing 
Machine Co. 

The File House, Inc., Friden Calculating Machine Co. 

General Fireproofing Co. of Illinois. 

Globe Furniture and Stationery Co., Graver-Dearborn 
Corp, Gray Audograph Corp. 

Harmon and Co., Horder’s Inc. 

Illinois Bell Telephone Co., International Business Machines 
Corp. 

Jones Commercial High School. 
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Lee F. Kollie, Inc., Le Febure Corp. 

Marchant Calculating Machine Co., Marr Duplicator Com- 
pany, Inc., Marshall Field & Co., Marshall-Jackson Co., The 
McBee Co., The McCaskey Register Co., Mead & Wheeler Co., 
The Mosler Safe Co., Multigraph Sales Agency. 

The National Cash Register Co. 

Office Equipment Co. of Chicago, The Office Magazine, 
Office Management Association of Chicago, Office Manage- 
ment and Equipment Magazine. 

Pitney-Bowes, Inc. 

Recordak Corp., Remington Rand Inc., Rex-O-Graph, Inc. 
Rite-Line Sales Co., Robotyper Co., Rockwell Barnes Co., 
Rol-Dex Division, Watson Manufacturing Co. 

Spak & Natovich, Inc., Standard Business Machines Co., 
Standard Duplicating Machines Corp., Statistical Tabulating 
Co., Standard Manifold Co., Stenotype Co., The Sturgis Pos- 
ture Chair Co. 

Tallman, Robbins & Co. The Todd Co., Transkrit Corp. 
Triner Scale Co., Inc. 

Victor Adding Machine Co. 

Weber Addressing Machine Co., Wheeldex Co., Workman 
Service, Inc. 
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From Bellamy Barr, technical words and phrases flowed with all the intensity of an open faucet. 


THE CASE OF BELLAMY BARR 


By Charles O. Libbey 
Head, Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 


% WHEN some men collide with an idea new to 
them they believe that they are pioneers of some 
great truth. The names and definitions of man- 
agement, for instance, which are for the most 
part new labels on old business bottles, often 
inspire some managers to be zealots of a cause. 
Bellamy Barr is an exhibit of this type in man- 
agement. 

When he became familiar with office manage- 
ment, the details of all that went on in his office 
took on special meaning. Instead of so much 
humdrum or red tape endlessly unfolding, the 
details revealed themselves as a gleaming field 
of endeavor and a bright promise of accomplish- 
ment. An office procedure became an intellectual 
challenge and form design as intriguing as a 
crossword puzzle to Aunt Petunia. Technical 
words and phrases flowed from him with all the 
intensity of an open faucet. 

Furthermore he was a man who drove down 
the highway of life blowing his horn, foot on the 
accelerator, without further regard for brakes 
or rights of way. You find such zealots in busi- 
ness organizations for one thing or another. Now, 
human nature has a way of serving other people’s 
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enthusiasm @ la mode, and a little frost on ecstasy 
may be Mother Nature’s way of getting a reason- 
able balance. It is nevertheless most regrettable 
to report in this case that here and there, now 
and then, there were employees in his organiza- 
tion with such low taste and crude expression as 
to refer to him as Bellyache, a term which more 
than his first name invited. However, Bellamy 
Barr saw in office management not an approach 
to office administration so much as a way of life. 

He was a fortunate man who had married his 
charming and efficient secretary. She had filled 
in the broad outlines of his supervision with all 
the smooth handling of the details. Then as Mrs. 
Bellamy Barr she was quite as successful not only 
with the broad outlines of the household but with 
the details of domestic comfort as well. All re- 
ports seemed to indicate that she did a good job. 
In addition she could understand and sympathize 
with her husband’s absorbing interest as it ap- 
plied to the office. She did not realize, however, 
that management had become a way of life for 
Bellamy Barr. 

The first indication occurred when Mrs. Barr 
in her hurry left the top off the tooth paste tube. 


OFFICE MANAGEMENT AND EQUIPMENT 25 


eel 


— ae ee Piha ¥ eel. Nae Sa ae an ie | ae _ - = ae 
" = oh. oe sf - cacte® | . 1 oe aa ‘ , ss 
~~ — llc aS! PSE ll. 4 
4 
j Reais Naas os | a ae cia 2 aie cee te Ee i, : . : = o Sie ike oh jae i ge 7 : ‘ 
i i cae P ee ¥ ? 
3 o% +. ¥ % ‘ + i Re 
4 ; a = % ' i 
5 : cee. ‘ ou on tex : ca = 
; a ¥ ‘ Shea @ 
' ty. F e “¢ t * 
; Ps a Pe r 4 Se < hee 
x ee é 4 7 abe oe 
toe wai: pe ie . 
j ; & : ‘ S S eS a = al aa! ees Bee z . 
< : ee : OS Rises 3 
a. : 4 ; F2 , : 
oe ‘na ‘ae: a” ee “s : j ; 
, 4 3 as Paes gee - ; i c a 
— +, ee ke io ae 7 a . = 
pal 3 he js ‘ : ~~ 
Wi /h" AA a >» FF aa Fe 
MZ ant ae) 4 eee —_ *_ of 
P bs ; oe % ate. “epee r Brie ce tee « > a PR Mans a ae, gt: 
ee ; : Z V's eee pla 7 am. —— 
. . “4 . 7 * saa _ a E 2 aa rs ae 2 ‘ E ey ne PE iy ey 
i. se ft 3 ee —_— + : i 7 Be oe a Sie ° he ; oo ie ‘ te Pax . <A: : ed 
t Ne s ; P's ¢ > wT a 4 
py a rae we = - as ae ) 
a al X _— ~ _— == hh hit Ges ad — 
. : fa - oat 
h ge 23 ~ = y 
he “al 
s- 
| 
r 
t ae 
| * 
a 
m- , 
“he 
‘0., ; 
ne, a 
se- oa, 
al 
nC., 
50, 
0.5 
ing % 
OS- i 
i 
Ps 
“ 
| 
749 Pe ee 
gs ; 
ee | Sn 8 A —— , i a a ee te ee ct ane eS st ee. 


al 
my: 
‘y 


While this is a mere detail, any office manager 
would understand upon reflection that it is not an 
efficient thing to do. Any analysis of the problem 
will reveal that the tendency of this creamy goo 
when exposed to the air is to become dehydrated. 
In use the well-advertised worm does not ooze 
gracefully or immediately from its mother tube. 
A methods man could easily calculate that if a 
minute is lost each day, it could mean 6 man- 
hours every year. And sometimes the tube had a 
delayed action and upon annoyed inspection the 
contents suddenly hit one square in the eye. 

To complete the report, a waste of a quarter 
inch of the dental cream could total 7 feet a year. 
To think of 7 feet of tooth paste massed on the 
premises suggests the genie in the bottle of the 
Arabian Nights and is a bit staggering, not to 
say messy. In their accumulative results, such 


details become really something, as every office 


manager knows. 


"Keep the cap on!" 

So Bellamy Barr explained all this patiently to 
his wife and she promised to keep the cap on the 
tooth paste tube. She must have been really con- 
cerned, because she was sober and grim about it. 

Inspired by this accomplishment, he began to 
ponder other problems to prove that manage- 
ment’s place is in the home. Purchasing, for in- 
stance, is quite as important in the household as 
in the office. When you come to think of it, a 
man shops to buy something but a woman shops 
to buy at least two things so that she can take one 
of them back. 


i 
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One evening Mrs. Bellamy Barr came home 
with two hats for demonstration purposes. This 
is an unfortunate case study, because to the 
naive masculine analyst a woman’s hat is likely 
to look like something that a catastrophe brought 
in. Instead he would have probably created a 
derby with a daisy on top. However, it was the 
procedure that interested Bellamy Barr on this 
occasion. 

Establishing a standard 

One could not assume that his wife had not 
made a thorough investigation. The complete 
disarray and clutter if not wrecking of stock 
apparent upon her exit from the store left evi- 
dence of her analysis. Now having standardized 
on shape, color, texture, and psychological effect 
derived from exhibits of the animal, vegetable, 
and mineral kingdoms, and having considered 
the physiological factors resulting from rela- 
tionship of visage and hairdo both this way and 
that, any further conference on this procedure 
need be only a summary of assembled facts. A 
standard, said Mr. Bellamy Barr, when once 
established, removes the problem forevermore 
from executive attention. 

He explained this very carefully to his wife. 
She had the delegation to make this purchase; 
she had the responsibility to analyze all hats 
within a reasonable price range; the selection had 
been narrowed to those now on demonstration. 
All right: one might go with the blue suit and 
the other might go better with the grey accessor- 

(Turn to page 60) 


OFFICE MACHINERY FIGURES IN MOBILIZATION PLANNING 


Among scores of informal industry task groups being formed by the 
National Security Resources Board is this one on office machinery 
which convened recently in Washington. Each specialized group is 
being asked to recommend the best means of mobilizing its own 
branch of the industry in case of a national emergency. These rec- 
ommendations later will be reviewed by formal industry-wide ad- 
visory committees before adoption by the Board for transmission to 
the President. W. G. Burleigh (standing), director of NSRB's serv- 
ice equipment division, presided over the group shown here. The 
others (left to right) are: R. W. Murphy, Brooklyn branch manager, 
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accounting machine division, National Cash Register Co.; C. B. 
Lyndham (rear), Washington representative, L. C. Smith and 
Corona Typewriter Co.; D. E. White, Addressograph-Mimeograph 
Corp.; E. D. Taylor, Office Equipment Manufacturers Institute; A. B. 
Dick, vice-president A. B. Dick Co.; John Gurke, International Busi- 
ness Machines Corp.; E. M. Douglas, International Business Ma- 
chine Corp.; R. S. Oelman, National Cash Register Co.; L. 
LaMotte, Jr., International Business Machine Corp.; J. S$. Coleman, 
Burroughs Adding Machine Co.; L. C. Stowell, president, Underwood 
Corp.; L. A. Davies, consultant, NSRB. 
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Unusual New 
OFFICES 
For 
BOTANY 
MILLS 
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% THE NEWLY REDESIGNED Botany Build- 
ing, at 16 West 46th St., New York, combining 
all sales divisions of Botany Mills, Inc., repre- 
sents an unusual solution to the special problem 
posed to the designers by Botany Mills—the 
creation of a structure to handle the office and 
display room work involved in the distribution 
of Botany woolens, sold to apparel manufactur- 
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ers, and the numerous end-use products made by 
Botany from its own yarns and fabrics and sold 
directly to more than 25,000 retail merchants 
through the country. 

Maurice and Joseph Mogulescu of Designs for 
Business, Inc., and Louis Hatkoff, architect, a 
coordinated team of architect and designers, 
worked together in making simultaneous plans 


— CS 


ABOVE: Glass window 
wall permits Alexander J. 
Wesley, assistant to sales 
manager of the men's wear 
products division, to main- 
tain contact with office 
personnel while giving him 
privacy for dictation and 
conferences. 


ee 


LEFT: A sofa, cabinets, 
and coffee table are 
grouped to form a spaci- 
ous conference area in the 
office of the general man- 
ager. 
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ABOVE: Office of the president's secretary. 
BELOW: Account executives enjoy ample working space in the 
fabrics for women division. 


for structural changes, engineering installations, 
interior design, and decoration. 

Basing their program on a careful evaluation 
of the needs of each division, the designers have 
achieved a completely functional building in 
which each piece of equipment and each foot of 
space makes a positive contribution to the com- 
pany’s selling functions. 

The interior of the structure, unchanged since 
the erection of the building in 1912, has been 
completely renovated. Only the shell of the origi- 
nal structure has been retained. A new lobby, 
heating and ventilating system, electrical and 
lighting system, and elevators have been installed 
as part of the redesign program. 

With architect, designer, and decorator operat- 
ing as an integrated group, design and function 
have been blended to obtain optimum working 
conditions in an attractive modern business set- 
ting. 

One of the most striking evidences of this close 
cooperation is the coordination of curved walls, 
hung ceilings, cabinets, furniture, lighting, color, 
and even the design of such accessories as lamps 
and ashtrays. 

In all sales areas of the Botany Building fur- 
nishings have been conceived as direct aids to 
the selling process. Each cabinet and table is a 
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yf LEFT: Frank L. Foreman, 
general sales manager, con- 

a fers with the designers and 
architect of the new build- 
ing. Left to right, Joseph 

e Mogulescu, Designs for 

n Business, Inc.; Louis Hat- 

a koff, architect; Mr. Fore- 

: man, and Maurice Mogu- 

y lescu, president of Designs 

4 for Business, Inc. 
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ee functioning part of the salesman’s equipment, by strategic placement of all furniture and fur- 

‘ designed around the article to be shown. Traffic nishings. 

r, routes are plotted to lead buyers to salesmen with Plans are now being prepared by the designers 

Ss maximum directness while work flow is speeded for a new building front for the Botany Building 

r- Office of the sales manager of the men's wear products division. 


January, 1949 OFFICE MANAGEMENT AND EQUIPMENT 


Pa oa ee mie ie Dey: a ci ae -_< - wer q a ase a 7 
Fert as <a a oe : gs cr. 3 ares is i ae ae _ Bee | ae ee a i 
as weet aay : a eer ee | { . ae > eee | cine S ms came weet ns” “7 ia % 
: ny ae — ee teeny. eee Se a is 33am oe " 
— 
ti ig * — EE € 7? ee, 
—J 
ce - 
f 
4 7 
é 
10 
= x Sa “7 ee hs rs . A a _ ¥ Ag —— 2 © 
me “ie 2 &. . ae “a So an zs aS ee ; gee — i z 
¥- Geer We ‘ ee a — : te, — 
e es . = x 5 — 7 5 ad a ae $ , oe si % % ae pais ia — - 
; Oy San ee me oo ee , x 
= Ts wes ee ie “ 
ie re rags i ad — Se a fam 
ne ? i ag oid adi i aa ™ ais oll ‘ oe: 
————— ™ i ar : , 
ie Rs ad e Rp, ‘> a wee. 2 aes 2 rn be a i ™ . 
5 . ¥ eee " n ; oe >. ae al it 
= ¢ : er ma A a pee q . oe te ; 
ve re a a 7s : x. ts, ae ty € 
. = a“ ae mt = - : I ago iss ¥ 
‘. me A bed o pray: 1 a yd a ae P 
i st ee hail ¢ = “> Aero Sat. tty Son il 
es ae a ; aa ae ‘ig a A pe “ 
sae: a ae aa i a a ale i i = ihe a t ‘ 
OP Sad : eee eer ae : j i we oe ‘ 2 
: ee. BAP eter ii + i a 
4 % : ne ? # i ae ! i om oh LA a : v * ' 
mene Ss RA yl See 
7 cae we , 4 - Fi 
ie eae ae 2s a ae ad fot A> es 
amy 2) oe ee , i Soe q ia 5 ; ; M . 
Ce o'4 * ja - © . i aye i i aya) vi ot nies — * 4 ee j 
: ‘ : 7 " & y 
; ie. ors age i . oN ' FT at i tor ho 
ies a eer af tS i fs ca » ee } 
2 —— hy Fa _ . a 4 bs Ere 
i gd ae ae PL oe 7 Bo eee 2 | 
s f : oe Saree a ye = a f 4 = 
ake 74 4 ‘ : la | ees ‘ = 
ey Mis 2 é — F fake Be” Pye Es ty” Ske ha ba ay ee. ® we 4 
J 24 ek AS 2 3, Mig a ‘ig 8 : 
cin : = on q "eras oy ’ ve ‘te ° J ie P ¥ 
’ : { — 
1 44 34S: 5 4 . < i “i 
i: F ee oe a Ys > ; asl % ¥ 
te. Ls eae mm ——— 5 * 
‘) ay 2 ‘ “ : aa “2 a P Se et 
g 4 ue ~ 3 ~~ ~~ - Gee 
. we e re ae ~ a J 
: c a a j Be. — 
, : 5 = a ; oe _ - j 
cae = aq ' oe 4 * a 
o a, as x < . os 4 * 
pe hoe a - 5 x . 4 eae see 
: —- #«f i > a 
' eS, bs gia on: Ae Y % 7 -— ‘ 
‘gg. + bes! ae Le : f > ae r 
: : —  . “Se cee 4] ee = ; ns 
D a io oy i % 
eee 29 
e oS ere 7 war ek : i ee ie en " ¥ aes : all ei ; 
5 mia Sei Sra = 7} oy = a .; — ¥) eg = aay 3 A Be a ~sioane L a} - a ¢ Tr X a ee Lim = re rs a _ 


ei aetone Soe :- 
i 
", 
i 
¥ 
’ 


 —_— 


a 


ABOVE: In office of generai sales manager's secretary. Note 
paneling concealing files. 


and for a ground floor showroom housing an edu- 
cational exhibit of all Botany products. 


Color 

Through the effective use of color, the designers 
have been able to express the individual person- 
ality of each division while using the same basic 
architectural treatment throughout the building. 
This color keying creates an immediate aware- 
ness of the character of each floor. 

Thus the muted masculine browns and beiges 
of the men’s wear products division give way to 
emerald green, chartreuse, and white highlighted 
with tangerine on the products for women floor. 
The sophistication and high fashion quality of the 
Botany women’s wear fabric division is expressed 
in suave grays highlighted by yellow and crim- 
son touches. 

On these floors devoted exclusively to executive 
offices conservative brown and gray complements 
the mahogany paneling used in these areas. 

On every floor, color has been used to heighten 
the illusion of spaciousness and to dramatize the 
function of each area. In conjunction with the 
lighting system, color unifies the design program 
by establishing a relationship between the decor 
and merchandising activities. 


Cabinets 

All cabinets in the Botany Building have been 
custom-designed to perform specific functions in 
a specific location. An illustration of the func- 
tional type of cabinet developed by the designers 
is the “Master Cabinet” installed in the men’s 
wear products division. Built into the salesroom 
wall, it holds the eight different products mer- 
chandised in this division in their full style and 
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color range. Sliding panels and overhead spot- 
lights permit each product to be displayed indi- 
vidually. 

In the office of each divisional sales manager, 
space has been conserved by building a working 
desk into a corner while, parallel to this desk, a 
large, open bottom conference table curves out 
from the wall. Seated between these two planes, 
the sales manager has all needed materials imme- 
diately at hand. 

Sales territory maps in these offices have been 
installed in wall cabinets. These maps are 
mounted on steel backings and permanently mag- 
netized counters take the place of pins. 

Particularly unusual is the treatment of bat- 
teries of standard steel filing cabinets on the 
executive floors. The front of each drawer has 
been camouflaged with a slanting walnut panel, 
creating the effect of a solid shingled wall. 

In general, three types of cabinets have been 
employed in the design: merchandise cabinets, 
office cabinets, and general cabinets used for stor- 
age and as coat closets. 


Lighting 
A combination of indirect fluorescent lighting 
for general illumination and incandescent light 
spotted over work areas is used throughout the 
Botany Building. 
Recessed cove lighting reduces harsh contrasts 
and increases the apparent width and depth of 


Reception area in front of elevators. 
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the rooms by lending an illusion of perspective. 
This illusion also gives the rooms greater appar- 
ent height. The use of both types of fixture 
creates a play of light of varying intensities 
which is an essential element in the decor. 

Although a minimum of unfiltered natural light 
enters, the over-all effect is one of soft daylight 
with all glare eliminated. The lighting in all 
areas has been blended to show fabrics in their 
natural colors. 

An interesting example of the cove treatment 
is located on the president’s floor, where shadows 
and reflections from a double cove provide the 
only color contrasts in the monotone gray decor. 
On other floors, coves follow the curving wall 
lines, providing even illumination for reception, 
merchandising, and office sectors. 

In some cases, false windows framed in antique 
walnut are made to seem an integral part of the 
structure. This treatment has been used to 
advantage in the women’s wear fabrics sales 
room, where two sides of the room have been 
completely enclosed in a window wall, and in the 
men’s wear products division, where frames are 
separated by draperies along the entire length 
of the showroom. 

Upholstered furniture 

Custom built upholstered furniture in bright, 
vibrant tones provides most of the color accents. 
Each piece, from the low comfortable settees in 
foyers to the salesroom armchairs, was designed 
to serve a particular function in a particular 
location. 


ABOVE: Efficiency and economy in the office of the sales manager o 
the products for women division. 


BELOW: Recessed lighting is used in the mailing and educationa 
division offices. 


— el ie _ a —— > 5 e a ‘a “a oo _ val Ss “a “al og ple 
oe j so re em es A _ + x i 8 ‘ 3 7 a ve ee 
ee =r = hs 4 ES 42 f! pores on Ff ri z= 4 ce ee. <i i SE J } > a ay P 
ns > lea i 4 a ; Pei Tey ae eS as ae ae a os ‘Ae Adiptd a a) e eis = 
os Sa = - 3 i ie ae Sa Ae ca. a a eal eee es a 4 ‘ 0 : Salil: Fl 
ee 
a ve x ' 
: 2 a cha ; 4 ig 
aoe ee : 
a ah, o aan 
LY * e 5 — g 
ee ” | 2 ts 
Hedi a = “9 re . , 5 
ae si og ee : ; . a a Ft 
siete es : we : _ a 
f Seg i ; ; a " 
Sa : % 9 : rr 4 ‘ ft g > 
ee ei FS : iene ' 
<i a pe ; 
‘ ee a 
= ag = ae ee . mee wR ” ee 9 a “ty as ws = : 
Rae blade oe Se 2. ¥. : « > - . 
" i: | thw ; 
a 
a 2 a. 
ie pa Bait see, ona ay 
x . F * “a € P 
, ee ae Q ; " 
; | ‘i 4 * 
' y a 
es | 
a } ™ a 
- Fe . j 
ie rs ‘ a 4 4 > 
1 a .@ 4 e Ne ome 
f : * eer bis hat | r i ; = : 
as thes « 2 , a — > oa 
e zi a " 7 ne - me . Fs 
. —_ = = 3 : 
“ee é oe 4 pons OP (= ‘ 
a om a es 2 Bis Ss 
1. et i 
=: . ' 2 il 
ie git | a  - -_ Ly ‘ tr 
r 4 ™ * 
' aa t_ ; 
a 
| 7 
Bi ale ; 
‘ ee 
” 
“4 
oe Taal e ‘ ” . _ : “me ae i. 
 . Be RG As : gO EG ‘ 
al a 
i ss 
. — . 
a POLY 
s as " , ) 
i eS ee ee yates 82 Hf 
ig * 3 { % , 
- Fe -_ @ Tee 
» > €4 Se is 
{ ek ce 3 . s =, A 
i : a : e a. ae Se oe is 2 8. ‘ H ) - ” Se 
te © ges } i { a ast ; - “se a ———— 
; ; 7 v 7 am ; ; PO 
! > ee ate gt? ies ——— 
£ = —. . : eo 2 ee a i ‘ : : - - %. — a 
. ee BY” a ae x — 
ss | ae ce ot ; é ea a — 
ig ae 2 a i ae eee aces 2 beet ae oe 
q ie ~ SI * aor es +a a a uae <u Ve es ’ ei 
a a a a 2 or a4 : ee oe cs weet x q ee — — e 
/ 4 ir ae — cD : - a oa - i . 
i’ 3 if ? Sy " q a x aes 2 ie s : 
- mt j 4 E ’ : ‘ ee a 4 goa . Ae ; 
| = Se a Be : ‘ ri oh & o : 
ii a P fe J J 4 ie ta “a . 
hee 7; > — Z ——— ~~ 
2 Lidaee © : : 4 ae ee — 
j : on a « p> a a —— : —— a ; 
$ f a “ an Z ~~ OF | - See ‘ : 
@ . ‘2 ; % ees . Sa ial P | ae ee oe ees) aga \ = ™ 
: ‘ oe a es — g Ry 4 : é RG a: ’ 
‘ ; pegs = “— oe we ~ ee : [ee >, le ae me 
‘, ae i y a gS =i ‘ — *) , " Le: oe a. af SS Us = 
, ee ie ; iy ee aa a es i si - fe 
ae fe t , “ 7 om , _ ? + ae ee # : oa j Pe 
oe | — \ eee: a Law 3 = 
ie ‘ x B . foe. ‘ P $4 at VS Tea. ek i a F ¥ n ~ % ~~ 
, Sa ae a coi ae io he Bey é Bay . = 
: , . rt - um are aid ss ie : aa oe ai be ee i he : 
a ‘ > ; a eee ar oy % ay a “ie F oe 
— Se | oe 
' % ; pac” x sant. i it ” aa il ~ . ia 
eae be - a. a : “ae Ona cs 
4 ge a c. fa i ~~ 2S ae. a gta he 
e * : é “otal .* ae * a Sr ee. —_, ie aaa Ys. h) Sears | Xs 4 i hae Ve 
. Rg, “ rq : ie : 4 
Spe a, ‘ % 
> a 
%j 
¥ 
. x Fe a : r oe 
_ - = Sie ¥ ee Fie = | E 2 oo ee) ee a A eee =! ail —  e Ea Fs ae .) an 


_—_— 


We 
Ih) 


i 


UT 
MN 


On all floors, the single high color used to 
dramatize the decorating scheme is introduced in 
the upholstery and repeated in the draperies. In 


divisional and executive offices, hand-glazed 
leather takes the place of fabric, the color remain- 
ing the same though values may differ. 

Occasionally, upholstery has been matched to 
the tones in walls and floor coverings to give an 
impression of spaciousness. Upholstered pieces 
are also used to break large areas into smaller 
sectors without intruding screens or partitions. 

Conference areas of chairs or sofas grouped 
with important coffee tables have been included 
in the layout of all executive offices. 


Merchandising 


Since the primary function of the Botany 
Building is to provide a sales headquarters for 
the merchandising of the company’s various prod- 
ucts, providing for the proper presentation of 
these products was a major consideration in the 
design. The needs of each division were surveyed 
and the design best adapted to these needs 
evolved in conferences between department exec- 
utives and the designers. 

On the two floors where hundreds of buyers are 
received each day and where diversified finished 
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LEFT: Curved barrier, painted 
chartreuse and topped with white 
moulding, gives fluid lines to the 
products for women division. 
Waist-high partition separates the 
salesmen's section at the left 
from the reception area at the 
right. 


products are shown, salesrooms are the focal 
point and the area is designed around them. 

In the men’s wear fabrics and the women’s 
wear fabrics division, where textiles for men’s 
and women’s apparel are sold to Botany’s group 
of manufacturers, salesrooms are on a more 
intimate scale and provision is made for the 
planning and promotion conferences which are 
an important part of departmental activities. 
Since buyer traffic is limited, most of the floor 
is given over to work units for account executives. 

In every sector where merchandising activities 
are paramount, modern design makes an active 
contribution to the selling process. 


Executive offices 


The traditional and functional approaches to 
office styling blend in the two executive floors of 
the Botany Building. Mahogany paneling and 
furniture replace the antique walnut used in other 
divisions and color schemes are more conserva- 
tive. 

On the president’s floor, only grays of varying 
values are used, color contrast being limited to 
the interplay of light and shadow. A double 
lighting cove in the foyer ceiling contributes im- 

(Turn to page 86) 
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Mr. Barnum addresses a graduate group of methods supervisors and controllers studying clerical and 
administrative work simplification at New York University College of Engineering. 


BETTER MANPOWER UTILIZATION 
Through Proper Systems Planning 


By Jerome Barnum 
Technical Training Advisor, Bigelow-Sanford Carpet Co., Inc., New York 


% THE KEY to America’s greatness and im- 
ponderable invulnerability to our enemies in the 
totalitarian states is the thing we call produc- 
tivity. Because we utilize precious human ener- 
gies on the things that count—meaning effective 
utilization of manpower—we get a lot accom- 
plished (by standards elsewhere in the world) 


JEROME BARNUM, writer of this article, is one 
of the country's most active management engineers 
in the field of manpower utilization, cost reduction, 
work simplification, and human relations in business. 


He heads the technical training staff of Bigelow- 
Sanford Carpet Co., a $1 10,000,000 volume opera- 
tion. Serving this company in an advisory capacity, 
he and his staff of industrial engineers have devel- 
oped the Bigelow cost reduction program, manage- 
ment analysis program, and other industrial engi- 
neering training. 
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Aggregate ircrease in consumer purchasing power. 
205 
162% 


255% 
727% 


82% 


Are we better off today than we were before the war? a—Basic 
Living Costs; b—Taxes; c—Surplus Income. 


when we are on the job. And because we make a 
lot of dresses, rugs, mousetraps and automobiles 
with the manhours we spend in these activities 
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Overall Trends 
| 1940 


144 


100% 100% 


a a 


Trends in total hours worked, population, and production. 
a—Population; b—Production; c—Total Manhours Worked. 


the paradox of high wages and low costs is a 
reality. The work day and the work week become 
shorter giving more and more workers greater 
time for relaxation, outside interests, family, and 
the American way of living. Wages increase and 
more and more workers can afford the so-called 
“luxuries.” 

There are those in our midst who seek to con- 
fuse and divide us. You hear them scoff at the 
“so-called gains” as they cry for a new party and 
a new way of life. “Inflation eats up the gains” 
they tell the workers. 

Let’s look at the chart on page 33. This chart on 
“Aggregate Increase in Consumer Purchasing 


PRODUCTIVITY 


1923 1940 


178% 


123% 
100% 100% 
‘a , d a d 


Trends in productivity. a—Mechanical Trades; 
b—White Collar Trades. 


Power” shows that surplus spending power is 
255 per cent greater than it was before the war, 
after we have made an allowance for 82 per 
cent increase in basic living costs and 727 per 
cent increase in taxes. 

Surplus income represents the amount of 
money that people have to spend after cost of 
basic items and taxes has been deducted. 

Now speaking of these gains in productivity 

(Turn to page 72) 


Trends in the type of work performed by the labor force. 


COMPOSITION OF LABOR FORCE 


Workers in Production Unskilled Workers White Collar Workers 
1870 1930 1910 1940 1910 1940 
756 
36% 
264 24 
154 

——s 
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ABOVE: 


BACKGROUNDS FOR OFFICE BEAUTY are these photographic 
scenes produced by a specially developed process by Foto Murals 
of California, 672 South Lafayette St., Los Angeles. Original photos 
are selected by an advisory board of leading architects, photog- 
raphers, and designers. Murals are made from original negatives, 
have flexibility of reduction to fit almost any wall, and can cover 
an area up to 80 x 80 inches. Each mural is made up of six 40 x 
60-inch panels, and is installed like wallpaper. The company plans 
to build a library of 200 murals, to enhance homes and offices, 
each mural to cost about $25. 


ABOVE: 


EXECUTIVE RECLINING CHAIR, the Barca Lounger, is the latest 
model from the Barcalo Mfg. Co., 225 Louisiana St., Buffalo, N. Y. 
Available in leather upholstery, the chair has a head roll with 
plaited back, round arms, plain panels, and plain base. Other types 
of this model have nails and square arms. Barca Loungers are de- 
signed to fit the shape of the body and provide adjustments to allow 
for unlimited changes of position. 
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ABOVE: 


SECRETARIAL DESK, number 270, is a product of the Wilhite 
Mfg. Co., Inc., 737 North Michigan Ave., Chicago. 32 inches wide, 
52 inches long, and 29 inches high, the desk comes in two finishes, 
silver grey and regular walnut. Typewriter attachment available on 
either right or left hand side. Finger-tip control panel swings out 
when in use and tucks back out of sight when not needed. Desk 
has banded edges. 
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ABOVE: 


NEW SCALES, designed to include all changes in U. S. postage 
rates now effective, have been announced by Commercial Controls 
Corp., 640 Culver Rd., Rochester, N. Y. The new model 100 
letter scale, 20 ounce and 3 pound capacity, (shown) automa- 
tically computes postage first class, air mail, third class, and air 
and surface parcel post. It is a fast and accurate pendulum-type 
scale with hairline indicator for exact reading of postage. A par- 
ticularly convenient feature of the scale is its V-type platform 
which holds envelopes and packages of any size or shape, including 
mailing tubes. 

Previously serving as a strictly parcel post scale, the use of the 
new model 970, 70 pound capacity scale, has been extended to 
include postage computations on third class, book rate, and air 
as well as surface parcel post. The new All-Purpose Postal Scale, 
30 pound capacity, which is the same basic design as the model 
970, computes postage on first class, air mail, third class, surface 
and air parcel post. These are low, compact cylinder-type scales 
with illuminated dial and double indicator wires extending across 
the chart surface to prevent paralax in reading. Strongly con- 
structed, these scales are built to withstand hard usage in mail- 
rooms and shipping departments. A new feature in construction 
is the smooth, hard, enamel-finish platform which retains its new 
appearance through years of service. Chart faces on all scales 
are printed in clear, easy-to-read figures and all models are fin- 
ished in standard gray wrinkle enamel. 


RIGHT: 


INDIRECT DOMELITE from the Gotham Lighting Corp., 548 
West 22nd St., N. Y., combines well proportioned, textured areas 
of the silver bowl in satin finished aluminum, and the dome in 
baked egg shell finish. Lamp shown is suspended over a custom- 
built desk used in the offices of Braun & Braun, New York attor- 
neys. The new piece of lighting equipment provides a large com- 
ponent of diffused illumination without dependence on ceiling sur- 
faces. Domelite focuses attention away from 


ABOVE: 

DRY CHEMICAL TYPE fire extinguisher, the Alfco 30, has just 
been announced by American-LaFrance-Foamite Corp., Elmira 
N. Y. It is claimed to have longer range, longer duration of dis- 
charge, be gas-tight, have built-in safety disc, and be lighter ir 
weight. The dry chemical is non-toxic, non-corrosive, and will 
not freeze. Unit has the Underwriters’ Laboratories label and is 
rated B-| and C-I. it is a hand portable unit, recommended 
for flammable liquid and electrical fires. 


exposed beams 


pipes, and other ceiling fixtures which may be unsightly. 


RIGHT: 


THE FIRST AND ONLY installation of its kind in any hotel, the 


Ve Oe ee, 
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Wardman Park Hotel, Washington, D. C., recently established 
“round the clock’ telegraph service for its guests. The new writ- 
ten communication service, pictured, features Western Union Tele 
fax equipment which provides continuous telegraph service, yet 
eliminates keyboard transmission of telegrams. Facsimile equip- 
ment scans telegrams with an electric eye, much as Ultrafax scans 
picture film or the pages of a novel. By simply pressing a button 
and depositing a telegram in the slot of a Telefax machine, tele- 
gram is automatically wrapped around a revolving cylinder 
scanned. with electric eye, and flashed over the wires. Incoming 
messages drop out of the machine, ready for delivery. Govern- 
ment, company, and other officials and representatives attended 
the opening ceremonies, at which Kate Smith sent the first tele- 
gram, to Surgeon General Raymond W. Bliss of the Army. 
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ABOVE: 

EYE-CATCHING are these durable Masonite desk pads, style 
325, in regular and executive sizes, made by the Artistic Desk Pad 
and Novelty Co., 2703 Bailey Ave., Bronx, N. Y. Tempered masonite 
base, warp-proof and practically indestructible. Simulated leather 
panels tooled in 24K gold. Full felt back. Various sizes ranging 
from 10 x 24 inches with 2!/4-inch padded panels, retailing at $2.50, 
to 24 x 38 inches with 5-inch padded panels, retailing at $5. Brown, 
green, maroon, blue, and black colors are available. 


ABOVE: 

JIM WARD'S ARISTOCRAT all steel typewriter stand has a 
heavy gauge steel top with Hammerloid finish, locking casters, and 
one-inch smooth tubular steel legs among its many features. Strong, 
elbow-type supporting arms hold drop leaves firmly in open posi- 
tion. Table will support in excess of 300 pounds. Made by Maso 
Steel Products for Shipman-Ward Mfg. Co., 325 North Wells St.., 
Chicago, the stand weighs 18 pounds, is 27 inches high. Comes in 
choice of green, grey, or walnut finishes. The stand retails for 


about $13. 


LEFT: 

STEEL STRONG, an ALL STEEL desk tray, announced by Premier 
Office Specialties Corp., 16 West 22nd St., New York. Made in 
letter and legal sizes in grey, green or brown oven-baked finishes. 
The tray is equipped with non-removable rubber feet, is cut out on 
two ends, making for easy accessibility from either end, width of 
tray is sufficient to insert a guide height folder and still easily 
remove it. Newly fashioned rectangular tray support gives built-up 
trays a strength never attained before. Tray supports are finished 
in colors to match trays. 


BELOW: 


NEW STYLE FILE FASTENER from John Mullally, ¢ o Safety 
Fastener Co., 128 East 35th St., New York, has free sliding locks 
that never touch the paper. Compressor edges are turned inward, V% 
giving a smooth curved surface that prevents tearing papers and & 
finger cuts. Ridged notches on slides provide easier and faster 
movement from side to side. Prongs have smooth rounded ends. 
Available with one- or two-inch prongs, they come 50 sets to a 
box, 10 boxes to a carton. Additional information from Mr 
Mullally 


ABOVE: 

PHOTO-PLATE UNIT that makes paper negatives, photomats, 
and photo copies, is a product of the Lithomat Corp., Cambridge 
Mass. Trade-named Photomatic, the unit gives you complete con- 
trol of your entire offset production process within your own dupli- 
cating department—without use of camera, arc lights, vacuum 
frame, or, when photomats are used, without whirler. Unit's || x 17-' 
inch working area is lighted with cool fluorescent lamps. Time ex- 
posures are controlled by an automatic time switch. Flash exposures 
a are controlled by a shutter. Easily operated, it is fully quaranteed 
available for either AC or DC, and is priced at $185 
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BELOW: 


THE ADMASTER is a new item said to have the drawing power 
of ten precision instruments. It's an efficiency tool for advertising 
people. A 30 degree to 60 degree triangle, basic instrument of all 
design, becomes a medium for multiple functions in this plastic 
instrument, with accurately impressed underside calibrations. It 
quickly interprets all measurements of the graphic arts. Contains 
a type face point gauge, agate line scale, 12-inch scale, French 
curve, protractor, tenth-inch scale, basic elipse and printers’ pica 
scale. A beveled edge for ruling non-smearing ink lines forms 
the hypotenuse of the basic triangle form. 

Art directors, production and commercial artists will find the 
Admaster a precise implement for accurate measurement without 
cluttering their drawing boards. One compact tool, it fits neatly 
into a briefcase. Distributed by the Craftint Mfg. Co., 1615 
Collamer Ave., Cleveland. 


ABOVE: 


RIGHT: 


HIGH-SPEED SORTER from International Business Machines 
Corp., 590 Madison Ave., New York, used for arranging and select- 
ing IBM punched cards, has a new feature—substantially increased 
speed in operation. The card supply can be replenished without 
stopping the machine, and there is an automatic runout which 
finishes sorting cards left in machine when hopper becomes empty. 
Cards with specified numbers in a column can be segregated 
while the remaining cards are deposited in a reject pocket with- 
out disturbing their sequence. 


LEFT 
A 


EDITOR'S SHEARS with sharp, clean blades of nickel plate are 
presented by the United Cutlery & Hardware Products Co., 108 
East 16th St., New York. Shears are 9 inches overall and have gold- 
plated handles. A matching letter opener is also available. Shears 
are list priced at $2.49 each. 


PRINTING PRESS that operates without liquid ink, has been 
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developed by the Todd Co., Rochester, N. Y. The unit transfers 
ink from a ribbon to a distributing means and from there to 
the type. Publicly demonstrated for the first time in connection 
with the annual convention of the American Bankers’ Associa- 
tion, it was designed specifically to provide banks with an inex- 
pensive high-speed method of imprinting customers’ personalized 
pocket checks. Using the new Imprinter, a bank employee will 
be able to imprint and bind a book of checks and deliver them 
to the customer in a matter of minutes. It is expected to increase 
five-fold within the next two years the use of such "personalized" 
checks, and Todd officials believe the process on which the Im- 
printer is based, may well have wide application throughout the 
printing field. 
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ABOVE: 

ANNUAL CHRISTMAS PARTY of the Transcription Supervisors 
Association of N. Y., took place this year at Whyte's Restaurant, 
and as the picture shows, the proverbial “good time" was had by 
all. The members and their quests who attended were treated 
to a wonderful turkey dinner, gifts galore, a riotous skit on night 
clubs, and absolutely no business talk. Various members also took 
part in the evening's entertainment, and everyone later joined in 
for the singing of carols. Anna Rathjen was chairman of the 
entertainment committee, Helen Herslow was in charge of writing 
and staging the satire on the night clubs, and Mae Turbush, presi- 
dent of the chapter, was hostess. 


ABOVE: 


A DECORATIVE BACKGROUND for the smart office can be 
achieved by using Woven-Wood fluid floor screens, which come ina 
selection of rich stock colors or smooth, natural finishes. Light 
and flexible, the screens in the standard size of six feet high and 
seven feet wide, are fabricated from '/2 or 2-inch wood slats. 
Special sizes and colors may be ordered. They retail at $28.50 
each, from Tropicraft, 535 Sutter St., San Francisco. 


dJonuary, 1949 


BELOW: 
NEW DICTATING INSTRUMENT, the Disc Edison Voicewriter, 


combining maximum convenience with Edison's exclusive Ear-Tuned 
Jewel-Action or diction control, has been announced by Thomas 
A. Edison, Inc., West Orange, N. J. Its seven-inch vinylite plastic 
disc records 30 minutes of dictation and is light enough to mail 
for 3c. To put a disc on it is only necessary to flip open the 
cover, slip in the disc and close the cover. The operation can 
be done easily with one hand since the record is automatically 
positioned. The discs can be erased by spinning at high tempera- 
tures. A special erasing service is to be offered users so that the 
cost of discs will average only 6c. To protect the dictator against 
“dry runs’, an all purpose warning light blinks if no disc is in 
the Voicewriter, if the cover is not down so that the disc is firmly 
held, or if the instrument is not set on dictation. An accurate 
locating pointer enables the dictator to find his place quickly 
and makes for exact spacing between letters to avoid waste or 
overlapping. Pedestal model is $375, desk model $350. A companion 
piece, the Disc Edison secretarial instrument, provides wide range 
variable speed control and instantaneous start and stop. It will 
backspace accurately four to ten words at a time. 
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ABOVE: 


NEW IDEA in loose-leaf binders is the double-deck 2-in-! Ring 
Book introduced by the Star Loose Leaf Co., Inc., 165 Duane St., 
New York. It consists of two ring binders back to back, with a 
single cover serving as the inside binding for both units. Because 
of its compactness and convenience in carrying, the book has met 
with popularity wherever it has been sold, says the company. The 
design is exclusive with them and patent has been applied for. 
Available in all standard ring binder sizes and styles, with any size 
rings. 


ABOVE: 
HILCO STENCIL DUPLICATOR from the Technygraph Co. 
Techny, Ill., features automatic inking provided by the closed drum, 


thus avoiding the messy job of brushing ink. Also has an auto- 
matic roller release which throws off when no paper is fed. This 
avoids roller offsetting. Another feature is the automatic front 
paper stop which provides a definite place for roller to pick up 
paper. Sixty to eighty copies a minute are easily possible. Handles 
paper sized from 4 x 6 to 9 x 14 inches, and automatic feed will 
not miss or wrinkle paper. Priced at $89.50 plus tax. Additional 
details from the company. 


RIGHT: 

LATEST BALL POINT PEN #rom Imperial Pen & Pencil Co., Inc., 
Nassau, New York, is number 900, a three-color, retractable type 
Pen writes in red, blue, and green. Change color by simply sliding 
color indicator up or down as desired. Pen is in gold colored metal, 


conveniently made for pocket or purse. Fully guaranteed, pen re- 
tails for $1.29 each. 
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ABOVE: ¥ 


STAPLE REMOVER, the latest product from Speed Products Co. = 
Inc., 37-18 Northern Bivd., Long Island City, New York, is claimed . 
by the company to be the most compact, streamlined of its kind 
Designed to remove all sizes of staples, it lifts the staple and leaves 
the paper intact. The case is combined with shining steel and four 
bright colors: red, blue, green, and grey. Prices on request 
from the company 


ABOVE: 


NEW INTERCOM CIRCUIT which makes it possible to answer 
paged messages from high noise level areas clearly and intelligibly 
has been introduced by Executone, Inc., 415 Lexington Ave., N. Y 
This new circuit combines the coordinated operation of a trumpet ' 
type paging reproducer and two-way staff station for use in either 
intercommunication or sound systems. When this system is used 
to page a person in one of the high noise level areas, the page 
message is reproduced at high volume through the trumpet sta- 
tion. To reply, the person called merely depresses a lever on the 
nearest conveniently located staff station. The trumpet is auto- 
matically cut out and two-way conversation at normal voice level 
can be carried on between the person paged and the originator 
of the call. Where necessary, the coordinated staff station can 
be located in a sound proof booth or in a quieter location. Back- 
ground noise is thus eliminated and two-way conversation is clear 
and intelbigible. Constructed of heavy metal, these units are 
built to withstand rough usage. The trumpet reproducer, con- 
structed of heavy gauge spun aluminum with durable grey wrinkle 
finish, is 10!/2 inches in diameter and in overall length, and is 
equipped with an adjustable mounting bracket. The compact die- 
cast metal staff station in matching color, designed for simple 
mounting on wall or partition, is six inches wide, 6!/2 inches high 
and 3'/2 inches deep. These stations can be wired directly to 
any Executone intercom or sound system. 
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RIGHT 

IT MUST BE SOMEWHERE! a new, color motion picture 
portraying the vital importance of simplified filing methods, has 
ust been released by the Systems Division of Remington Rand 
Inc., and is available through any of their branches for free show- 
ngs with the services of an experienced operator and all equip 
ment necessary. Shown are some of the scenes from the sound 
film. which runs 28 minutes and highlights the contrast between 
the old-fashioned file room and the modern, correctly operated 
department of today. These scenes from the film show, from top 
to bottom, an executive who discovers an important paper missing 
an antiquated filing room, the systems specialist entering for a 
survey, the systems specialist explaining the various methods avail 
able, a modern file room in operation, and the happy ending— 
with everyone concerned in a happier frame of mind. 


ABOVE: 

STEEL MONEY TRUCK for banks, is an all-purpose bus for 
general office use as well. Four shelves are 38 x 20 inches, of 
iégauge sheet steel. There is 9'/2 inches of clearance between 
shelves. Overall height is 41 inches. Truck has a brass handle 
at each end, and is mounted on § inch swivel and 5 inch stationary 
rubber wheel casters. Finished in olive green lacquer. From the 
Abbott Coin Counter Co., 143rd St. & Wales Ave., Bronx, N. Y. 


ABOVE: 


THE SENTINEL, a matching fluorescent luminaire for single 
mounting, is a 4-foot unit using four 40-watt fluorescent lamps. Be- 
cause it is similar in design to the continuously mounted Grenadier 
Hand Grenadier IV, it can be used to match these luminaires in 
rooms or corridors where single mounting is desirable. All metal 
parts are finished in metallic satin. Lamps are replaced either 
through the top or from the bottom of the luminaire by lowering 
louvers hung from studs. Light distribution pattern can be con- 
trolled by the addition of either solid top-plate reflectors or slotted 
top-plate reflectors allowing 8% of the light upward. Without top- 
plate reflectors it has an overall efficiency of more than 77°%/,. From 
the F. W. Wakefield Brass Co., Vermillion, Ohio. 
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ABOVE: 


MODEL 435 MIMEOGRAPH recently announced by A. B. Dick Co.. 
720 West Jackson Blvd., Chicago, manufacturers of mimeograph 
machines and supplies. The new product is especially designed to 
reduce labor costs by shortening the overall duplicating cycle. The 
new mimeograph has a built-in motor and is attached to a new low 
stand with a foot control for sit-down operation. It may also be 
used as a table model without the stand. A radically new mimeo- 
graph ink also announced, dries upon contact with most papers. 
This eliminates the need for interleaving and sharply reduces the 
time required for production of copies. 


ABOVE: 


POST BINDER for pin-feed marginal punched sheets is the latest 
designed by Consolidated Loose Leaf, Inc., 536 Pearl St., New 
York. The sheets are detached from continuous forms as used in 
most systems, and are kept for reference. Thin '/g-inch diameter 
solid posts fit the holes, and no additional punching or perforatin 
is needed. Binder is equipped with a push-button lock whic 
grips securely yet needs only a slight touch of the finger to open. 
Made in three grades, and all sizes. 
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BELOW: 
TRANSFER CASES of heavy 20 or 22 gauge steel, 24 inches 


deep, with baked-on grey enamel finishes, are available from 
Lonergan Mfg. Co., Albion, Mich. Twenty different sizes are made 
and all can stack to ceiling. Regardless of size, the cases are made 
to "level off" at 68-inch height, including base. Complete informa. 
tion from the company. 


ABOVE: 


CONVENIENT TO INSTALL and use is this double door, double 
compartment safe, model C2, manufactured by the In-A-Floor Safe 
Co., 1416 South Los Angeles St., Los Angeles. The body is of 
electric steel casting and has one-inch thick walls. Flange on 
bottom holds safe in concrete block. Safe itself is embedded in 
block in floor to prevent removal from premises. Doors are treated 
to prevent drilling and rusting and are equipped with a double 
relocking device. Model shown weighs 200 pounds, is priced at 
$140. Other models range from $87.75. 
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| BLUEPRINT CABINET 
HEAVY STEEL 
Solidly built of heavy gauge furniture steel. Smooth gliding 
drawers on ball-bearing rollers, equipped with rear hood 
and lift compressor in front. 5-drawer units that can be securely 
stacked to meet your individual requirements. 
\ Inside dravver dimensions: 37” wide, 25” deep, 2%” high. 
le No. 4030. 5-drawer ubnit..................... $89.00 
. Base for above..................... $14.00 
* Prices 20% higher in Denver and West of Rockies. 
“ | FREE CUT OR PHOTOGRAPH OF THE ABOVE UNIT AVAILABLE ON REQUEST 1092 
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STURDY CONSTRUCTION — Prontos are built of 275-lb. 
test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 


into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 
valuable floor space. drawer front matches your regular active office files. 
SIZES AND PRICES 
| Inside Dimensions FIBER BOARD STEEL 
Suggested Woes ae er 
| . : ile le 
i} wae He Gey No. Single Carton]! No. Single Carton 
tLetter Size 12%. . 10%. . 24 E210 . . $3.10. . $3.00 || I210L . . $3.85 . . $3.75 
tLegal or Cap 15%. . 10%. .24 | E510... 3.75.. 3.65 |] ISIOL.. 4.85... 4.75 
Invoices 10% .. 8% ..24 | E109... 2.75.. 265 |] 10%... 3.40. . 3.30 
*2 Rows 8x5 Forms || 10% .. 8%. . 24 E108... 3.05. . 2.95 || 108L.. 3.65. . 3.55 
Freight Bills %e..7 .. 26 £97 .. 260.. 250 || 1971L.. 3.10. . 3.00 
Checks 10%... 4%..24 | E106.. 265.. 2.55 |] 104L.. 3.40. 3.30 
Drafts or Checks. %%.. We..% E94 2. 2.10... 2.00 | 1941L.. 260... 2.50 
5x8 Forms 8% .. 5%. . 24 ms .. 26... 3S I... 28... Bs 
Tabulating Gets. 7% . 3%. 724 oe... 206.. 2 en... @B.. 
*3x5 Cards (3 Rows)]| 16/... 4g... 24 | E64 .. 3.75.. 3.65 || 1645L.. 485... 4.75 
*4x6 Cards (2 Rows)|] 12%... 5 ..24 | £24 .. 2.75.. 2.65 || 1245L.. 3.40. . 3.30 
°3x5 Cards (2 Rows)|| 10% .. 3%..24 | E103.. 265.. 2.55 || 103L.. 3.35... 3.25 
Vouchers (Upright)|| 5%. . 10%... 24 | €592.. 290.. 2.80 || 1592L.. 3.65... 3.55 
tledger Sheets %..12..24 | EM .. 350.. 3.40 |] 92L.. 4.25... 4.15 
tledger Sheets |} 12%. . 12%... 18 El2.. 4.45.. 4.35 || 1212M.. 5.80.. 5.70 


*These numbers have removable divider partitions. 


NEW DEALE 


Packed 6 to a carton—all others |2 to a carton. 
INVITED 


RS 


Prontos Installed at the Underwood-Elliott Fisher Co. 


WRITE FOR CATALOGUE 


“PRONTO FILE CORPORATION 


285 Madison “ee 
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William C. ltschner 


IMPORTANCE OF COMMUNICATIONS 


By William C. Itschner 
of United States Rubber Co., New York 


Secretary, Communications Managers Association of New York 


* WITH GROWING APPRECIATION, top in- 
dividuals in American business are viewing the 
vital part now being played by the communica- 
tions section in the over-all company business 
operation. Always impressed with the importance 
of such an effort, their awareness probably was 
crystallized during the war, when the flow of raw 
materials from their source to the company’s 
processing plant had to keep pace with increased 
production schedules. In those days time was of 
the essence, and little thought was given to the 
expense involved in the communications organiza- 
tion and its utilization so long as the goods for 
victory were turned out. 

It need hardly be stated that things are differ- 
ent now. Large industrial companies now find 
themselves struggling on a variety of fronts with 
a profit for their endeavors as their sole objective. 
Fervent attention to the production of military 
goods has now given way in part to a cold ap- 
praisal of all operating costs. Communications 
comes in for its share of this examination, and 
rightfully so. If management recognizes the great 
worth of this service, it is equally cognizant of 
the high expense involved—expense brought on 
by increased costs of equipment, higher salarieg 
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for communications staffs, and swollen communi- 
cations volume as a result of expanded operations. 

Communications men—the supervisors and gen- 
eral service managers who, like myself have a 
direct interest in the efficient operation of such 
systems, have faced up to the problems of stream- 
lined economy of communications service in a 
manner strongly indicative of their knowledge 
of their job and its responsibilities. These days 
they are exploring every source in an effort to 
keep abreast of developments in their field— 
developments that might allow an improvement 
in the service, a real dollar saving, or both. 

It goes without saying that the large suppliers 
of the communications equipment are invaluable 
to any business organization that is striving for 
a sensible communications installation. A wide 
variety of services flow from these supplying 
agencies to the users. Of course, this is good busi- 
ness, but there has been instance after instance 
where in addition good, sound advice was forth- 
coming—assistance which did not always mean 
money in their pockets. 

It can’t be assumed, though, that the suppliers 
have all the answers. The multiplicity of varia- 
tion in communications structure over many com- 
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panies can’t help but create “blind spots’’ into 
which the servicing companies find it difficult to 
throw light. Before they could become thor- 
oughly conversant with the problems and require- 
ments of all of their customers they would need 
consulting and research staffs many times larger 
than they are. It is my estimate, and it is only 
that, that communications volume has increased 
close to 40 percent over that of pre-war years. 
New developments in the communications equip- 
ment field also have served to present the super- 
visor with problems involving rental rates, oper- 
ating costs, handling procedures, and other prob- 
lems. It’s no wonder that the need for a more 
searching approach to the whole communications 
operation is now a pressing one. 


For communications managers 


Research and inquiry in the communications 
field in New York has received great impetus in 
the past year by the formation of the Communi- 
cations Managers Association of New York. 
Organized with the blessing of the top manage- 
ments of the various companies that belong to it, 
this group is at this time to the best of my knowl- 
edge the only association of its kind wherein, on 
a continuing basis through the year, members can 
seek the answers to the broad range of problems 
regarding communications that are constantly 
arising. In a completely informal way, the mem- 
bers get together once a month. Following lunch, 
a discussion period takes place which often con- 
sumes an entire afternoon. There is nothing like 
the leisurely conversation that is part of a meet- 


46 OFFICE MANAGEMENT 


ing such as this to dissolve confusion and bring 
enlightenment to a supervisor beset with a prob. 
lem. 

Some might say that the communications sup- 
pliers can answer any problem for a supervisor, 
which in a sense is true, but in a gathering such 
as I have described, all participants, being on the 
same level, can discuss communications problems 
without restraint attendant on a discussion with 
a supplier’s representative. This restraint can 
best be described as being a matter of company 
policy, or the possible feeling that if certain 
things are requested or suggested, a selling job 
will immediately ensue. This is in no way a 
criticism of the suppliers, as they have their job 
to do, and from the cordial response the organiza- 
tion has had from the various suppliers, they too 
can see merit in our meetings. 


Questions and answers 


Questions and answer sessions, and an oc¢a- 
sional guest speaker from one of the large supply- 
ing organizations are other phases of the year’s 
meeting program. To the members now on the 
roster, representative of many types of industry 
in New York, an opportunity is provided whereby 
each can confer with the other on a _ personal 
basis on problems in communication as they arise, 
other than at stated meetings of the organization. 

I can imagine quite a few eyebrows rising as 
my readers consider the length of some of these 
meetings. Such extended periods might be too 
long were it not for the perfect community of 

(Turn to page 68) 


ROLLING ALONG FOR 
A RAILROAD 


Discarding open shelf bins in which 
claim forms had formerly been filed, 
the freight claim department in the 
general offices of the Chicago & 
North Western Railway at Chicago 
recently installed a unique arrange- 
ment of Rock-a-Files. Two-compart- 
ment Rock-a-Files (manufactured by 
Rockwell-Barnes Co., Chicago) are 
located in facing rows, between 
which are a rolling seat and work 
table which traverse the entire 
length of the aisle. One clerk ser- 
vices quickly and easily the rows of 
side-opening Rock-a-File compart- 
ments which give instant availability 
to contents. Installation was made 


by Marshall-Jackson Co., Chicago. 
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WHAT'S 
AVAILABLE? 


@ Office safes, check handling machines, 
and executive chairs are described in this, 
the sixteenth “What's Available?" article. 
The February issue of OFFICE MANAGE- 
MENT & EQUIPMENT will carry descrip- 
tions of various available models of type- 
writers, copyholders, time-recorders, and 
wardrobes and lockers. 


i 
i tay 


Cummins’ 300 Series Perforator 


CHECK HANDLING EQUIPMENT 


American Perforator Co., 617 W. Jackson Blvd., Chicago 6 
Model 400 Perforator 


Dimensions are 1612” x 13” long, and 912” high. Weight 35 
pounds. Construction is primarily of aluminum alloy with 
tool steel dies. Finish: baked gray hammerloid enamel 
which produces a metallic like effect. The background be- 


American Perforator Co.'s Model 400 


hind the raised letters forming the word “American,” is a 
deep maroon. 

Significant features of construction include an ultra-sensi- 
tive paper trip mechanism. In order to actuate the perforat- 
ing punches, it is merely necessary for papers, as they are 
inserted, to touch the trip on either the left or the right side 
of the die. This automatically sets the mechanism in motion 
for one complete cycle after which the motor stops. The 
second cycle will not take place unless the papers are with- 
drawn from the machine and re-inserted, thus assuring posi- 
tive action and only one perforation on items as they are put 
into the machine. 
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OFFICE MANAGEMENT AND EQUIPMENT 


The principle of operation consists of the arrangement of 
punches to form various words, letters, the date or numbers. 
The machine is used for a wide variety of purposes such as 
dating incoming mail, dating invoices, numbering and cancel- 
ing vouchers, canceling checks, dating labels, etc. Since the 
perforator will mark many papers at a time saving is sub- 
stantial as against the practice of using a hand stamp for 
dating the job one at a time. Requires no more space on a 
desk than a small adding machine. No levers to pull and no 
buttons to push in order to operate. Price: $425 f.0.b. Chi- 
cago for the average perforation. 


Delivery: Immediately, on standard machines. 


Check Writer Co., 169 William St., New York 7 
Protex Portable Electric Check Signer, Models D and DD 


@ Dimensions: 9” wide, 934” deep, and 714” high. Wt. about 
19 lbs. New models of this company’s models A, B, and C. 
Models D and DD are the same except that DD is furnished 
with a dating device which prints the date simultaneously 
with the printing of the signature. Both machines can be 


A Pretex Portable by Check Writer Co. 
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CHECK HANDLING EQUIPMENT 


used to sign individual checks or checks in strips or rolls, 
also form letters and stock certificates. Practical for check 
endorsing, too. 

The new models are fitted with a stronger magnet than 
in previous models, resulting in a more positive impression. 
Ribbon feeds automatically; reverses automatically; ribbon 
easily replaceable. Signature plate 314” x 25%”, can hold 
from one to three names. Has protective locks, signature 
counter, form aligning guide. Can be furnished to operate 
with alternating current or direct current—110 or 220 volts, 
60 or 25 cycle. Universal units are not available. Prices: 
Model D, $137.50; Model DD, $162.50. 

Delivery: Machines immediate; signature plates two weeks. 


Commercial Controls Corp, Rochester 2, N. Y. 
Endorsograph Check Endorsing and Cancelling Machine 
@ Dimensions: 91%” high, 17” long, 815” wide. Weight 30 
pounds, portable. All metal construction with aluminum 
castings and steel stampings. Standard gray wrinkle enamel 
finish. 

Interchangeable printing head makes changing of endorse- 
ment or change from endorsement to cancellation or to re- 


Commercial Controls Endorsograph machine. 


ceipting simple and easy. Operator disengages two pins, 
changes the cylinder and re-engages the pins. No tools are 
required. Each cylinder comes complete with built-in wheel 
type date unit and numeral wheels for batch identification. 
Compact, replaceable inking unit is easily cleaned and ad- 
justed for uniform flow of ink. Felt inking roller has com- 
pensating adjustment for wear. If desired, extra inking units 
may be used interchangeably to change color of ink. No 
tools are required. Entire unit may be removed by loosen- 
ing one thumb screw. Special platen roller assures clear, 
uniform impressions. Printing action is positive. The print- 
ing head makes a complete revolution in synchronization 
with feeding of check. No skipping, no double printing. 
Large size work table provides plenty of surface for feeding 
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of checks at maximum speed into this machine. 

Electrically operated. Sensitive trips at either side of the 
printing head actuate the machine and permit placing of en- 
dorsement or “Paid” stamp in any position on any size check. 
The flexible feed principle permits selective positioning of 
the endorsement to prevent obliteration of prior endorse- 
ments. The Endorsograph is adaptable to all check handling 
procedures. Claim is on straight endorsing or cancelling it 
can handle as many as 165 to 225 checks per minute. For 
cancelling purposes the Endorsograph “Paid” stamp and the 
bank’s transit number may be printed in pin point type which 
makes an impression into the paper as the check passes 
through the machine. The “Paid” stamp is also available in 
solid or outline type. The Endorsograph may be used in con- 
junction with listing or posting machines and in combination 
with microfilming equipment. A variable speed control ad- 
justs speed of the Endorsograph to that of the operator or 
machines with which it is used. Checks are stacked in orig- 
inal sequence. The Endorsograph is also used for receipting 
bills or printing other instructions on business forms. Print- 
ing plates are worded to suit individual requirements and 
cylinders are easily interchangeable for each desired opera- 
tion. Price: With one printing plate averages from $255 to 
$325 f.o.b. Rochester, N. Y. 

Delivery: 30 days. 


Cummins Business Machines Corp., 4742 Ravenswood Ave., 
Chicago 

300 Series Portable Electric Perforators. 

@ Employs new process by which the individual perforation 
is outlined in dry ink for greater visibility. Has applications 
in order-filling systems for wholesalers, jobbers and mail or- 
der houses. Applicable to setting up controls for order pick- 
ing, back orders and cycle posting of inventory and audit 
control, and others. 


Safeguard Corp., Lansdale, Pa. 
Instant "K" Safeguard Checkwriter 
@ Dimensions: length, 12”; width, 834”; height, 814”. Ma- 
terials: Steel and brass. Finish: Wrinkled and smooth 
enamel maroon and gray combination with nickel trim. Steel 
pivot button keys for maximum visibility of set amount. 
Durobilt one-piece bars with direct inking, self-cleaning 
type. Prints amouni line and macerates both amount line 
and payee’s name in one operation. Gravity check feed. 
Instant K’s, capacity is $999,999.99. Ciphers print auto- 
matically. Repeats amount without resetting. All operating 
parts in same line of vision. Manufacturer’s claim: The low- 
est button type construction in the world due to tilting pivot 
keys providing maximum visibility of set amount. Very 
light weight. Horizontal and vertical scale for uniform check 
position. Easily replaceable inking unit. Equipped with reg- 
istered number or name plate. One stroke of the handle for 
complete protection of checks. List price—on request. 
Delivery: Immediate. 


Instant "H" Model Safeguard Checkwriter 

@ Dimensions: Length, 1114”; width, 834”; height, 67%”. 
Materials: Steel and brass. Finish: Wrinkled and smooth 
enamel maroon and beige combination with nickel trim. In- 
dividual column correction keys, self-arresting for exact 
lineup of type, amount window showing set figures. Prints 
amount line and macerates both amount line and payee’s 
name in one operation. Gravity check feed. 

Instant H’s capacity to $999,999.99 or $9,999,999 99. Operat- 
ing parts in same line of vision. Self-arresting individual 
correction keys for exact alignment of figures. Horizontal 
and vertical scale for correct positioning of checks. Gravity 
check feed. Equipped with Sum Of or name plate. One 
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CHECK HANDLING EQUIPMENT 


stroke of the handle for complete protection of checks. Easily 
replaceable inking unit. Machine available in 8 bank and 9 
bank capacity. Also with front feed for voucher type checks 
where voucher is attached at bottom. 

List price—on request. 

Delivery: Immediate. 


Safeguard's Instant K Checkwriter 


International Model Safeguard Checkwriter 

@ Dimensions: Length 1115”; width, 834”; height, 67”. Ma- 
terials: Steel and brass. Finish: Maroon and beige with 
wrinkled finish and nickel trim. Individual column correc- 
tion keys, self-arresting for exact lineup of type, amount 


Todd Co.'s 
Bank Balance 
Controller 


window showing set figures. Prints amount line and mace- 
rates both amount line and payee’s name in one operation. 
Capacity $9,999,999.99 and more. All operating parts in same 
line of vision. Gravity check feed. Ten different currencies 
and a space to write in any other desired currency, as well 
as dates, numbers, weights, measures, and the name of the 
bank or business issuing the document. List price—on re- 
quest. 
Delivery: Immediate to thirty days. 


The Todd Co., Rochester, N. Y. 

Todd Bank Balance Controller 

@ Dimensions: Length, 58”; width, 2344”; overall height, 
44”; table height, 30°. Made of steel, cast iron, copper, brass, 
aluminum, Oilite bearings. Grey crackle finish. Oilite bear- 
ings used throughout for maximum life of friction-producing 
parts; many permanently attached parts are brazed together 
for greater strength; others are riveted or staked with high- 
speed hammers. Available in 7-bank or 9-bank models, 
and with 6” or 12” carriage. 

Machine completely governs all funds disbursed for pay- 
rolls, payables and dividends. In a single operation it pro- 
tects checks on Todd Checkwriter, adds and lists them on 
tape or summary sheet, providing automatic means of quick 
proof; automatically feeds through closed channel to Check 
Signer, which counts as it signs, then deposits finished checks 
in locked receptacle. All dangerous gaps in preparation, 
writing and signing of checks are closed because all steps 
are controlled at a single point. The entire process is han- 
dled at one time, with the Checkwriter imprinting safe, two- 
color amount lines at the rate of 1,500 to 2,500 an hour. 
Check Signer imprints background and signature from copper 
plates through two-color ribbon. An inaccessible, non- 
resettable meter records every check signed. Price: $1,589.75 
(7-bank model). 

Delivery: 30 days. 
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Art Metal Construction Co., Jamestown, N. Y. 

180-20 "A" Model Safe 

@ Outside clears: Width 43”, height 831/6”, depth 315/16”. 
Inside clears: Width 33”, height 66”, depth 2014”. Steel Insu- 
lation: Art Metal Mono-Dry Insulation. Its moisture is chem- 
ically combined—crystallized and permanently held. Claim 
is that Art Metal Mono-Dry Insulation contains the highest 
percentage of combined moisture. Art Metal Mello-Gray 
#710 finish. An opalescent gray with an aluminum Alake. 
Has an interlocking lapped joint to form a perfect union 
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between the door and jamb and between the two doors 
when closed. All joints are constructed so that there is no 
continuous connection at any point between the exterior 
and the interior steel walls. Underwriters’ tests allow maxi- 
mum interior temperature of 300 degrees during four-hour 
fire with a temperature of 2,000 degrees. Art Metal “A” 
Safes reached interior temperature of only 223 degrees. 
Model “A” Safes pass underwriters’ Laboratories drop and 
explosion tests. 


Delivery : About 40 days. (Turn to next page) 
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OFFICE SAFES 


171-19 "B" Model Safe 

Outside clears: Width 41”, height 674%”, depth 28-5/16”". 
Inside clears: Width 33”, height 53”, depth 1914”. Steel. In- 
sulation: Art Metal Mono-Dry Insulation. Art Metal Mello- 
Gray #710 finish, same interlocking lapped joint between the 
door and jamb and between the two doors when closed, as on 
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Art Metal Construction Co. A Label Safe 


Model 180-20. All joints are constructed same as 180-20. 
Model “B” Safes must endure a two-hour fire to a tempera- 
ture of 1850 degrees. Safe interior heat may not exceed 300 
degrees. Art Metal “B” safes reach only 258 degrees. Model 
“B” Safes pass drop and explosion tests. 

Delivery: About 40 days. 


Cramer's Safe & Office Equipment Co., Kansas City 6, Mo. 
Dropository. Models 20, 40 & 60. 


@ A means of providing an entrance to a safe without open- 
ing the safe, so designed that it can be installed on any type 
of existing equipment. Model numbers 20, 40, and 60 are 
available, the difference being in the size of the opening 
The size range is from 11%” in thickness to 1042” in length 
against 4” in thickness to 11” in length. The materials used 
are steel. The unit makes it impossible to remove money or 
packages once deposited in the container without opening 
the door of the container itself. 

Principle of operation is a simple rotor. 

Delivery: Prompt to thirty days. 


Diebold, Inc., Canton 2, Ohio 
Guardian Safes 


@ Modern styling and finish; streamlined exterior edges; 
apron conceals its casters. Chrome-gray fine-wrinkle finish 
blends with the predominant colors in most offices. Chrome 
and black plastic handle and dial. 

For the convenience of the user, both handle and dial have 
been located high on the door, allowing their operation with- 
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out stooping. The door, with a swing of 270 degrees, gives 
a maximum opening for easy accessibility. 

A three-tumbler key-changing combination lock permits 
the owner to reset the lock to any desired combination—a 
highly desirable feature when changes in personnel are 
made. 

Guardian Safes carry the U. L. 1-Hour Fire Label with 
Group 1 Relocking Device, the Safe Manufacturers’ National 
Association 1-Hour Label; and comply with the U. S. Bureau 
of Standards Specifications AA-S-81 for class “C” safes hav- 
ing one-hour fire resistance. 

A deep inter-locking tongue-and-groove heat baffle on all 
four sides of the door and frame effectively resists penetration 
of heat and flame. Monolite (a patented, light-weight, 
monolithic insulation of low-heat transmission qualities) 
protects safe’s contents from severe exposure to fire. 

An Underwriters’ Laboratories approved relocking device, 
which deadlocks the bolts in event of burglarious attack on 
the lock, is standard equipment. Welded steel construction 
throughout. 


Diebold Recordesk 

Electrically operated safe. Provides protection of records 
against fire or tampering. 

Vital records never leave their insulated container. This 
safe is stationed at the collection window, where the records 
are available at counter height, making posting and finding 
easy. In case of fire during business hours, the clerk presses 
a button and the records sink into the case, pulling their pro- 
tective covering over them. For protection at night, the rec- 
ords are safe from tampering or fire under combination lock, 
in metal, fire-resistive safe shaped like a desk. 


Hall Safe & Equipment Co., Hamilton, Ohio 

Model 35-B Two Hour Safe, and Other Models 

@ Approximate interior measurements of three new two- 
hour models are: No. 25-B, 35” high, 20” wide, 19” deep; 
No. 30-B, 48” high, 20” wide, 19” deep; No. 35-B (with double 
door as shown in photograph), 55” high, 33” wide, 19” deep. 


Cramer Safe & Office Equipment Co.'s Dropository 
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OFFICE SAFES 


AE 


One of Diebold's Guardian Line 


The interior of new one-hour safe, No. 15, measures approxi- 
mately 30° high, 20” wide, 19” deep. The new additions are 
finished in air-engraved green to match the present line. In- 
teriors are smooth green. All models carry the Underwriters’ 
Laboratories Relocking Device label. 

Construction features of the two-hour line include rein- 
forced monolithic insulation that retains indefinitely its 
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Hall Safe & Equipment Co.'s 35B 


power to resist intense heat; heavy welded angle frame; lock- 
ing boltwork checked by four tumbler combination protected 
by a drill-resisting lock plate; and full 270° door swing. 
Door frame interlocks with body frame. Insulation runs clear 
to point of tongue and groove door design. When safe is ex- 
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posed to heat, jambs seal completely. No way for heat or 
flame to penetrate through to valuables inside. 


Herring Hall Marvin Safe Co. 
Class A Certified 4-Hour Fire-Resistive Safes 


@ Available in a wide variety of sizes, ranging from the 
smallest, No. 3520-A, single door, inside dimensions 35” high, 
2014” wide, 1914” deep ... to the largest, No. 6042-A, double 
door, inside dimensions 60” high, 41%” wide, 19” deep. 


Herring Hall Marvin's 6033A 


Shown in the accompanying photograph is the No. 6033-A 
double door safe with a 143 Money Chest anchored inside. 

The entire line is finished in air-engraved gray. Interiors 
are smooth gray. 

H-H-M Class A 4-hour fire-resistive safes feature: Heavy 
continuous welded angle frame to which substantial steel 
plates are riveted and welded. Tongue-and-groove door and 
body frame construction permitting door to interlock with 
body. Monolithic insulation that runs completely into tongue 
and fills the interlocking flange. Jambs are completely sealed 
when safe is exposed to heat. 

Have been tested to withstand four consecutive hours of 
exposure to intense fire with temperatures reaching 2000° F. 
Heavy boltwork composed of 7%” diameter double-acting 
type locking bolts. Locks and boltwork behind insulation to 
afford complete uninterrupted insulation of door. 

Lock, insulation and entire construction tested and ap- 
proved by Underwriters’ Laboratories. 

When the safe is exposed to fire, the heat causes the scien- 
tifically prepared monolithic insulation to create a water 
vapor which protects the contents of the safe. This insulation 
is a proved material that retains indefinitely its power to 
resist heat and adds to the strength of the safe. 

Delivery: On some Class “A” safes, can give immediate 
delivery; on others the delivery time varies from 30 to 90 
days. 


Invincible Metal Products, Manitowoc, Wis. 
Model 1040-CS Concealed Safe Unit 


@ Dimensions: 15” wide, 52” high, 28” deep. Materials: 
Sheet steel, with 12” thick plate concealed safe door. Finished 
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OFFICE SAFES 


Invincible Metal Products 1040 CS 


in Invincible’s Modernaire gray, olive green, walnut, and ma- 
hogany. 
Meilink Steel Safe Co., Toledo 6, Ohio 


Model No. 444, Two Hour 
@ Dimensions: 50” x 3334” x 21”. Double door. Materials: 


Steel construction with Thermo-Cel insulation. Special 


Meilink Steel Safe's 444 B Label Safe 


built-in structural strength. (Tie rod construction.) Finish 
—smooth gray or green. Safe record Protection “B” label. 
Two Hour Fire Protection-T-20 Label. 

Delivery: 45 days. 

Also available are other One, Two, and Four Hour safes 
in both the single door and the double door units. 


Mosier Safe Co., Hamilton, Ohio 
Model LF-4 Record Container. (4-drawer Insulated) 
Measures 53” high, 21” wide, and 33” deep. Filing capacity 


of 106”. Offers convenience of filing system, with added 
quality of one-hour Underwriters’ Laboratories, Inc., Class 
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C label 30 ft. drop or impact test. Can be used singly or ina 
battery with removable linoleum top. Colors are gray or 
green, or mahogany or walnut grained. Receding door igs 
equipped with a combination lock and interlocks with body 
jambs on all four sides, preventing jambs from pulling away 
from the door during a fire. At the same time, a special bolt 
arrangement prevents the door from opening if the container 
should fall during a fire. Door opens at 90 degrees and slides 
back into the body, conserving floor space and permitting 
installation beside desks, windows, doorways or under 
counters. 


Delivery: Currently, 30 days. 


Model LF4 of Mosler Safe Co. 


Below: Protectall's Pacemaker 2371C 
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OFFICE SAFES 


Protectall Mfg. Corp., Syracuse, N. Y. 
Pacemaker, No. 2371C—Class C, Il-Hour Safe 


@ Dimensions: Outside, height 235s”, width 1634”, depth 
19 13/16”; inside, height 1542”, width 12”, depth 1234”. 
Welded body of high tensile steel, finished in banker’s gray, 
office green, or Persian black. Insulated for resistance to fire 
up to 1700 degrees F. for one hour. Heavy duty combination 
lock, with 4 movable bolts—2-way action. Concealed heavy 
duty casters. 

Gibraltar, No. 8384C—Class C, 1-Hour Safe 

@ Dimensions: Outside, height 3642”, width 22”, depth 2412”; 
inside, height 277”, width 1744”, depth 17 7/16”. Same quali- 
ties, materials, and finishes as Pacemaker, but with lock hav- 
ing 6 movabie bolts. Other types available. 


Remington Rand, Inc., 315 4th Ave., New York 10 
Safe-File "60" 


@ Available in three sizes—Desk Side, or two drawer; Coun- 
ter Height, or three drawer; or File Room, four drawer 
capacity. In drawer width, Safe-File “60”’s are fitted to ac- 
commodate papers of Legal, letter size, and several cards 
sizes, including tabulating card. Insert drawers permit the 


Remington Rand's Safe File 60 


combination of several sizes of material to be filed. The files 
are the same size and look exactly like ordinary uninsulated 
filing cabinets. 

Safe-File “60”’s are cased with heavy steel around a 
monolithic insulation. Between the monolith and the casing 
is inserted further insulation in the form of a thick asbestos 
sheet. Heavy channel upright reinforcements are cast in the 
monolith to provide strength. Interlocking tongue and groove 
construction places each drawer in a separate fire protected 
compartment. The standard fireproof finish of the casing is 
“Gray-Rite.” Other finishes are available. 

Important feature of the Safe-File “60” ’s operation is its 
ability to protect its records at their point of use; in case of 
fire, there is no necessity for rushing records to a fire-free 
area. One has only to close the drawer of the Safe-File, much 
as they would the drawer of any other ordinary filing cabi- 
net, and the records within are completely protected from fire. 
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Safe-File “60” ’s are certified by the Safe-Cabinet Laboratory 
to protect their records against fire exposure to 1,700 degrees 
Fahrenheit, explosion hazard, and impact followed by fire 
exposure. Aging will result in no deterioration of fire- 
resisting qualities. 


Schwab Safe Co., Lafayette, Ind. 
Various Models : 
@ This company builds a complete line of Class A, B, and C 


safes, as well as a complete line of Mercantile E, Bank H 
burglar chests, and vault doors. 

Inasmuch as a number of changes in style and appearance 
of their standard models are contemplated during 1949, no 
detailed descriptions are carried here. Schwab’s insulated 
cabinet label safe (see cut) might be one of the models to 
be changed. 


Schwab Safe Co.'s Model 130 


Van-Barry Mfg. Co., 5829 W. Adams Bivd., Culver City, Calif, 
Class E Money Chests, Migh-T-Safe 
@ Manufactured in several models such as a wall safe and 
floor safes in single and double compartments. Dimensions 
Model 5: Height 14” outside, 714” dia. outside. Wall thick- 
ness 5s”. Depth of storage compartment 1012”. Dimensions 
Model 7: Height 17” outside, 914” dia. outside. Wall thick- 
ness 1”, Distance between doors 3”. Depth of storage com- 
partment 9”. Dimensions Model 9: Height 15” outside, 81/4” 
dia. outside. Wall thickness 1”. Depth of storage compart- 
ment 11”. There are other, larger sizes in this class. 
Migh-T-Safe is a one-piece medium manganese steel cast- 
ing, with no welded joints, heat treated and hardened. When 
installed in concrete in the floor it is burglar proof and fire 
proof. Manufactured in several models such as a wall safe 
and floor safes in single and double compartments. The 
locks on the outer doors are combination with a removable 
dial and the Underwriters’ Laboratories, Inc. approved re- 
locking devices. Cannot be drilled or punched. The large 
tapered spindle makes it impossible to punch the lock. 
Prices range from $80 to $200. (Turn to next page) 
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OFFICE SAFES 


Victor Safe & Equipment Co., North Tonawanda, N. Y. 
Safes 


@ There are many different types, sizes and classifications. 
Each bears the Underwriters’ Laboratory and SMNA labels 


for the particular classification it has been tested for; 1 hour, 
2 hour or 4 hour resistance. Victor Safes are available in 
grey, green or mahogany or walnut grained finishes. Special 
finishes are also available subject to delay. 


$ 
A Victor Safe & g 
Equipment Co. o. 
Model S 
z 
Mw 
= 
Van Barry's 
Migh-T-Safe, 
Class E 


Money Chest 


EXECUTIVE CHAIRS 


Fritz-Cross Co., St. Paul 1, Minn. 

No. 570-XL Executive Chair 

@ Proportioned for men. Available in fabrics, leather, or 
imitation leather.. Standard finishes—flat walnut, olive 
green or gray enamel. 

Equipped with patented lock spring back. Fully adjustable 
to fit every individual. Sturdily constructed. $95.00 and 
$105.00 . . . depending upon type of upholstery material. 

Delivery: In reasonable quantities, within two weeks. 


The General Fireproofing Co., Youngstown, Ohio 
No. 3129 Comfort Master 
@ Width of seat, 2034”; width between arms, 1834”; width 


overall, 2312”; width of base, 2612”; height of back from seat, 


Fritz-Cross's 
570-XL Chair 


Model 3129 
of General 
Fireproofing Co. 


1812”-19%"; height of seat from floor, 1814”-2112”; depth of 
seat, 1743”. Aluminum alloy, heat-treated after fabrication 
at 970° F. so as to have the strength of mild steel. 

Standard finishes: satin aluminum, green, walnut, mahog- 
any. Satin aluminum is the natural metal, polished smooth, 
and then anodized by an electrolytic process so that it gets a 
surface hardness that is highly resistant to scratches, mars, 
or rough edges. 

Five adjustments enable the No. 3129 Chair to be fitted to 
any individual. Seat and back are shaped and cushioned 
with foam rubber to provide working comfort. Chair cannot 
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EXECUTIVE CHAIRS 


a 


split, splinter, warp, or develop rough edges. All parts are 
welded and then heat-treated. The chair iron is designed 
especially for the chair—4 of the 5 adjustments are built into 
the iron. Caster sockets are molded into the bar and are 
rigid. A new base will be furnished free of charge if the 
casters drop out. Air cooled foam rubber is standard cush- 
ioning. Each of the six Goodform adjustable aluminum 
chairs is designed for a specific use. 

Price Zone 1. With plastic covering material—Satin alumi- 
num and green, $109; mahogany and walnut, $113.50. 

Detivery: One to two months, 


Globe-Wernicke Co., Norwood, Cincinnati 12, Ohio 

No. 2802 Executive Swivel Chair 

@ Satin finish aluminum frame with Duran upholstering. 
Back, seat and arms of foam rubber. A variety of upholstery 
colors are available. 


No. 2801, Executive Side Chair 
Companion piece to No. 2802. Same materials, design, up- 
holstery, ete. 


No. 2702, Junior Executive Swivel Chair 

Somewhat smaller chair, with lines basically the same as 
Model 2802, but with a different shape seat and back. This 
chair has its companion piece—side chair model 2703. 


Gregson Mfg Co., Liberty, No. Carolina 
No. 53 Swivel Arm Chair 
@ Dimensions: Seat, 21” wide x 20” deep. Width between 
arms 20”. Height of back above seat 19”. Materials: Up- 
holstery materials either plastic with backing or top grain 
leather. Finish: Walnut or mahogany on pecan, light oak or 
softone oak on oak. Price: $24.50 in plastic. 

Delivery: 30 days. 


W. H. Gunlocke Chair Co., Wayland, N. Y. 

No. 622R Executive Adjustable Chair 

@ Width between arms, 191%”; siting depth, 18”; height of 
back adjustable 1812” to 2012”; width overall, 26”; depth, 
overall, 26”. 

Exposed frame is walnut, upholstery is top grain leather 
and grospoint fabric. The principal interior is foam rubber; 
finish is regular office walnut. The chair assures comfort, by 
reason of the foam rubber interior. It is completely adjust- 
able, thus permitting its use by individuals of varying 
stature. 


January, 1949 


Left: Globe-Wernicke's No. 2802 


Above: Model 53 of Gregson Mfg. Co. 


Below: W. H. Gunlocke Chair's 622R 


The chair supports the user in firm and comfortable up- 
right sitting posture and also permits relaxation when that 
is desired. In the tilting action, the seat as well as the back 
tilts. The tilting action of the seat is from an axis near the 
front of the seat so that the seat does not rise at the front. 
This permits the user to keep his feet firmly on the floor with- 
out building up pressure on the underside of his knees. The 
retail price is determined by the retailer. 

Delivery: Thirty to forty-five days. 

(Turn to next page) 
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EXECUTIVE CHAIRS 


Harter Corp., Sturgis, Mich. 
Executive Chair Model 700 


@ Height overall, minimum 35”; from seat to top, 1814”. 
Seat, 2134” wide, 20” deep, 4” thick. Height adjustable 1714” 
to 2042”. Back, 19” wide, 17” high, 4” thick. Arms, 344” 
across at widest point; 20” spread between. Casters, 2” diam- 
eter, ball bearing, soft rubber. 

This model has Harter’s new one-piece swivel base, 
stamped from a single sheet of formed steel and arc-welded 
throughout. Upholstered in Goodall Gros Point fabric, 
which is 100 percent mohair frieze. Easy adjustment by two 
separate handwheel controls for seat height and tension for 
seat tilt. Collier-Keyworth heavy duty chair control is 
standard on this model. Precision fit of shaft into the Harter 
base eliminates side-sway and squeaking. 

U. S. Koylon foam rubber cushions the seat, back, and 
arms. Rubber is soft and resilient. Finish on metal parts 
is baked enamel, two coats. Choice of metallic grey, green, 
or brown; also grained walnut or grained mahogany. This 
chair is one of two in Harter’s President suite, which also 
includes the No. 710 side armchair. 


Huntington Chair Corp., Huntington, W. Va. 
Models 500 & 600 


Outside: Height 34”, width 25”, depth 22”. Inside: Height 
seat 1615”, back 1812”, width 22”, and depth 20”. Model 500 
has a bleached finish; model 600 a dark finish. Solid walnut 
frame, upholstered with top grain leather. Price $39.50. 
Fabric and Duran upholstery at lower prices. 

Delivery: Prompt. 


Models 522 & 622 

Outside: Height 31”, width 20”, depth 19”. Inside: Height 
seat 1542”, back 17”, width 20”, and depth 19”. Modei 522 has 
bleached finish; model 622 has dark finish. Solid walnut 
frame. Upholstered in top grain leather. Price $53.50; lower 
prices if covered in fabric or Duran 


Delivery: Prompt. 


Jasper Chair Co., Jasper, Ind. 
No. 500 Executive Chair 


@ Made of oak, birch, and walnut lumber. Finishes: Light 
and dark oak; softone, walnut and mahogany. Double dowel 
construction. 


OFFICE MANAGEMENT 


Left: 
Harter Corp.'s Model 700 


Right, top to bottom: 
Huntington Chair Co.'s 
Model 600; Jasper Chair 
Co.'s No. 500; Model 
4012! of B. L. Marble 

Chair Co. 
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EXECUTIVE CHAIRS 


Left: 
Metal Office Furniture 
Co.'s C-78 


Right, top to bottom: 
Murphy Chair Co.'s No. 
255; Remington Rand's 
Zephyr-Zenith executive 

chair; Riteform's 435-A, 


B. L. Marble Chair Co., Bedford, Ohio. 
Model 40122 AF Executive Chairs. 
@ Height of back from seat, adjustable from 1912” to 211%”. 
Sitting depth 1812”. Width of seat at front 2312”. Width be- 
tween arms 20”. Available in oak, walnut, or mahogany 
color on walnut. Upholstered with top grain leather—Bed- 
ford Cord fabric on seat—over molded foam rubber that has 
inner construction of a cellular type. Bach upholstered same 
way. 

Delivery: Immediate. 


Model 1782 For Junior Executives. 

Height of back from seat, adjustable from 18” to 20”. Sitting 
depth 1812". Width of seat at front 2212”. Width between 
arms 20°. Features a hinged, spring-controlled tilting back. 
Seat is upholstered with foam rubber over springs. Back 
and arms upholstered with foam rubber. 

Delivery: Immediate. 


Metal Office Furniture Co., Grand Rapids 2, Mich. 

Model C-78 Executive Posture Chair. 

@ Most recent addition to their line; improved design and 
construction. Coil spring seat upholstered with 11%” thick 
foam rubber which is covered with Gros Point fabric. Tilt- 
ing back is upholstered with foam rubber which is covered 
with leather. Wide choice of matching fabrics and leathers 
is available. 


Murphy Chair Co., Owensboro, Ky. 

No. 255 

@ Dimensions: Height of back, 2144” adjustable; seat, 16” x 
15144”; top slat, 15°4” x 634”; middle slat, 1” x 7%” back post, 
11/16”. Materials: Choice of Duran, Terson, Dixie, and Top 
Grain leather. Finish: Walnut or mahogany finish on pecan 
wood. 

A 2” strap of nickel-plated spring steel is attached to both 
back posts and the upholstered back rest is attached to the 
spring steel strap. This affords additional spring action in 
the back and provides for sufficient contour flexibility to fit 
the occupant’s back at any angle. 

The seat and back both are made of bent plywood and the 
seat is available filled either with cotton or latex rubber. 

Delivery: 30 days delivery. 


Remington Rand, Inc., 315 4th Ave., New York 10, N. Y. 
Zephyr Zenith Aluminum Posture Chair 
@ Dimensions: Seat, 2034” x 174%”. Frame electrically heat- 


treated 95% pure aluminum alloy. Joints welded, heat- 
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EXECUTIVE CHAIRS 


treated; actually stronger than other parts. “Shock ab- 
sorber” base arms of tempered spring steel. 

Five finishes—satin aluminum, Remington Rand’s exclu. 
sive neutral “Gray-Rite,” olive green, mahogany, walnut 
Shown upholstered in Bedford cord. Standard cover ma- 
terial is plastic-coated fabric. Deep molded foam rubber 
seat and back cushions. Ball-bearing casters cannot loosen 
or come off accidentally. 

Five adjustments produce scientifically correct support and 
a “tailored fit” for the individual user, tall or short, heavy 
or thin. Moved effortlessly, due to aluminum construction 
which makes weight about half that of ordinary chair. These 
features, together with resilient air-cooled foam rubber 
cushioning and gentle yielding action of patented spring base, 
result in comfort and seating ease. 

Other chairs with same form-fitting, comfort-creating fea- 
tures available, from de luxe type for top executives to those 
for secretaries, typists and office machine operators. 

Delivery: Immediate. 


Riteform Chair Co., 43 So. Oxford St., St. Paul 5, Minn. 
No. 435A Posture Executive Arm Chair 
@ This model comes with a Koylon foam rubber seat 
cushion, 19” x 16° x 3”; finished in Koroseal or Kalistron or 
other fabrics, with choice of aluminum gray or walnut base 
finish. The chair features five posture fatigue relieving aids, 
The same chair without arms is also available, as is a secre- 
tarial model, No. 425. 

Delivery: Prompt. 


Royal Metal Mfg. Co., 175 North Michigan Ave., Chicago 1 

Model 740 Executive Chair 

@ Made of square tube steel. Seat and back upholstered in 

Tuftex Leatherette in a variety of pastelle colors. Spring seat. 

Has Precision Tilt and Swivel mechanism. Price $67.50. 
Delivery: 30 to 60 days. 


Model 742 Junior Executive Chair 
Has the same qualities and features as No. 740, except 
arms. Price $57.50. 


Left, top to bottom: Royal Metal Mfg. Co.'s No. 740; 
Sikes Co.'s No. X-135; Stow & Davis's 66 AS. 


Below: Sturgis Chair's No. 1800. 
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EXECUTIVE CHAIRS 


The Sikes Co., 20 Churchill St., Buffalo 7, N. Y. 

X-135 Executive Posture Chair 

@ Base is equipped with 2” ball bearing casters and base 
snubbers which protect the base leg and the desk. Tops of 
the base legs are equipped with plastic scuff plates which 
protect the finish of the wood against heel marks, prevent 
gplintering and eliminate any scratching. The posture 
mechanism itself is the Sikes patented fixed floating seat 
mechanism. The seat dips slightly at the back, so that al- 
though the sitter’s feet are not raised from the floor, there 
is no tendency to shoot his body out into space. The back 
is hinged; this mechanism has reverse spring action (spring 
action is tighter in the upright position than it is when one 
leans back). Chair back is supporting the sitter’s back all 
the time, yet when the tension spring is properly adjusted 
the support is of a gentle and flexible nature. 

Chair seat is upholstered in fabric. Arms, sides of the seat 
and back are upholstered in top grain leather. Fabric is used 
for the seat because it is cooler in summer, warmer in winter 
and does not have a tendency to shine up the seat of the 
pants. The seat itself is heavy foam rubber over springs 
(coil springs) and since the fabric and the foam rubber is 
porous, passage of air through the seat is natural and easy. 
The top grain leather is available in all the wanted colors 
plus some of the new glazed finishes—the fabric seat is of a 
matching or blending shade. Most of these chairs are made 
of solid walnut, although a few are cut in oak for use with 
the new Softone Oak finishes. 


Stow & Davis Furniture Co., Grand Rapids 4, Mich. 
66-AS Executive Posture Chair 


@ Dimensions are: Seat depth, 19”; seat width, 24”; width 
between arms, 1812. Back height adjustable, 19” to 2014”. 
The frames are fashioned from selected hardwoods and all 
exposed parts are of solid walnut, that can be finished in the 
light or dark walnut finishes on specification. 

Delivery: Four to six weeks. 


Sturgis Posture Chair Co., Sturgis, Mich. 
Senior Executive Swivel No. 1800 


@ Largest, most luxuriously upholstered executive chair in 
the Sturgis line. Seat 20” x 18144” x 414” full cushioned coil 
spring construction, topped with 112” of foam rubber. Back- 
rest 16” x 1312” x 3” with interlacing springs and resilient 
rubberized curled hair padding. Wide armrests padded with 
foam rubber, 2134” apart. Streamlined base has concealed, 
plate-type casters. All-welded steel frame. Designed to 
give complete posture support to occupant when in erect or 
tilting position. Open back permits sitting well back in the 
chair. 


Other Sturgis Executive Chairs 

No. 1200 Swivel armchair with cushioned armrests, seat 
1915” wide. 

No. 1225 Leg type arm chair for office guest, seat 1912” 
wide. 


Taylor Chair Co., Bedford, Ohio 

No. 4800/2 Taylor De Luxe High Back Desk Chair 

@ Height of back from seat, 26”; width between arms, 22”; 
sitting depth, 20”; width of seat at front, 25”. Made of wal- 
nut, top grain leather, and glazed antique leather. Walnut 
finish. Double adaptability of cushion, in leather on one 
side, and matching Gros Point on the other. In summer 
users prefer sitting on the cooler Gros Point pillow-spring 
cushion back and seat. Foam rubber arms. 


January, 1949 


Taylor Chair Co.'s No. 4814/2. 


One of a new Taylor Threesome grouping for the private 
office—No. 480212, high back; matching guest chair No. 4802. 
Particularly suitable for board rooms and modern offices. 
Price: No. 480012 in top grain leather, $242; glazed antique, 
$257; No. 48022 top grain leather, $190; glazed antique, $202; 
Matching guest chair No. 4802 top grain leather, $174; glazed 
antique, $186. 

Delivery: 3 to 5 days. 


Taylor No. 4809 Custom Built Leather Davenport 

@ Height of back from seat, 17”; width between arms, 62”; 
sitting depth, 22”; overall width, 7212”. Walnut, quartered 
white oak. Finish is walnut, quartered white oak. A feature 
of importance for utility and matched styling is the fact that 
the cushions are leather covered on one side, and in matching 
Gros Point fabric on the other. Matching Club Chair No. 
4812. Price: Medium buff leather or Gros Point fabric, $524. 
Top grain leather, $564. Glazed antique leather, $608. 


Delivery: 30 days. 


No. 4814/2 Taylor Comfortable Posture Desk Chair 

@ Height of back from seat, 18” to 2012”, adjustable; width 
between arms, 191%”; sitting depth, 18” (back pivoted to fol- 
low movement of body); width of seat at front 2112”. Made 
of walnut and quartered white oak. Recorded and regularly 
furnished with upholstery in harmonizing Gros Point fabric 
on all leather orders. Foam rubber back and seat. 

Walnut and quartered white oak finish. Has Taylor 
Syncro-Tilt Posture Mechanism and plastic scuff plates. 
Pivotal follow-through back. Foam rubber cushioning. Five 
ways adjustable—up and down height, height of back sup- 
port, moving back rest support in or out, seat tilt adjustment, 
regulation of amount of tilt in back. 

Continuous support in any position with Taylor’s pivotal 
follow-through back—an exclusive hinge feature. 

Price: Fabrilite or frieze stock colors, $158; medium buff 
leather or Gros Point stock colors, $182. Top grain leathers, 
$198; glazed antique leathers, $205. 

Delivery: 3 to 5 days. 
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Case of Bellamy Barr 
(From page 26) 


ies, but cool consideration of the facts in the case 
must now bring about decision. It was as simple 
as that. As he proceded logically to enumerate 
the various factors involved, he was simply 
astonished to be interrupted by his wife’s violent 
announcement that she would return both hats. 
Why, the assignment would have to be done all 
over again! 

He therefore presented what he thought to be 
a knockout of logic. He patiently pointed out the 
time required in sales effort, sales resistance, se- 
lection, packaging, transportation, and even the 
effect of such thoughtless practices on inflation 
and the national economy. Mrs. Bellamy Barr 
returned a haymaker: she burst into angry tears. 
At this point, this episode became something less 
than a good management case study. He closed 
the case immediately by urging her to keep both 
hats. It should always be understood, of course, 
that one management technique is to compromise 
and cooperate. 

While time does not permit a complete report 
of the enterprise, Bellamy Barr continued to 
ponder. Many other standards, practices, and 
techniques of work simplification patterned after 
his office absorbed his interest. Undoubtedly the 
fatigue Mrs. Barr often felt after simply spend- 
ing a day in the home was due to environmental 
conditions and improperly planned flow of work. 
He thought that repainting the kitchen helped a 
lot, although Mrs. Barr’s reaction could be de- 
scribed as bilious. Repositioning light fixtures to 
get the proper diffusion was an improvement, and 
one got used to the various plugged-up holes in 
the ceiling that came from early experimentation. 
Music, as every progressive office manager 
knows, will dispel monotony in operations. So 
when Bellamy Barr gave considerable study to 
a list of programs for this purpose, he was dis- 
mayed to find that his wife preferred Our Gal 
Sunday and Arthur Godfrey. 


A dish-washing procedure 


In the meantime, the procedure for washing 
dishes became a fascinating research. Bellamy 
Barr was surprised that civilization had done so 
little in the way of straight-line flow and motion 
economy. In brief, dirty dishes could be sorted 
in orderly piles to the right; they could pass to 
the left within the normal working area to the 
dish pan and thence to the drying rack. A semi- 
circle would have been a better arrangement of 
the work place, but that would have taken it into 
the refrigerator. However, it was only two steps 
within the maximum working area and the regu- 
lar piles of clean dishes. The return to cupboard 
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was a separate operation. As he worked and 
studied at the task, he did some real investigation 
into the different therbligs and rhythmic flow of 
motion economy. 

When he started the installation and training 
period, his wife found so many embarrassing and 
questionable acts in the routine that he was 
obliged to continue his instruction in training by 
doing. Management had revealed to him a happy 
solution, however, and he devised a very pretty 
process chart for clarity of instruction. He 
pointed out that the procedure could save 12144 
minutes. Mrs. Barr pointed out the point on the 
chart where he had broken a plate in an unfortu- 
nate drop delivery. Besides, she simply could not 
have the garbage pail in that position in her 
kitchen. It smelled. 


"My mother says—" 


To summarize, the only way that this new 
procedure would work according to recommenda- 
tions was for the analyst to continue on the 
dishes and save the 12! minutes per diem. So 
he decided to do some more pondering in other 
fields which brought on more exchanges of opin- 
ion. He insisted that his suggestions were mere- 
ly for assignments and a basic principle of any 
analysis was to ask “why?” of every act. She 
accepted each suggestion as criticism if not down- 
right interference in her capacity as a housewife. 
He quoted from the authorities and she quoted 
from her mother. 

Bellamy Barr, as I say, was a man to give prog- 
ress the gun, and to put pressure on himself as 
well as everyone else. He began to ponder his 
pondering and suddenly he thought he saw the 
light. The whole enterprise had not been care- 
fully planned and he had forgotten the part that 
manuals play in office management. Procedure 
instructions must wait a bit, but he should have 
started the whole enterprise with basic policy. 
Having seen this light, he began to rewrite twelve 
principles of management adapted to the thinking 
of the other fellow, namely, Mrs. Bellamy Barr. 
He rewrote them nine times and really reached 
a pinnacle of feeling in the effort. 

So it was with a high pride of authorship that 
he presented his basic policy to Mrs. Barr. With 
an evangelistic glow, he began a detailed explana- 
tion of the number one principle on the list. 

To his consternation, her reaction was exactly 
the same as if he had drawn off and passed her 
a left hook to the chin. Her eyes shot fire; the 
lines on her face and figure slanted forward; she 
screamed! She snatched the basic policy from 
his grasp and tore it into little bits before 
Bellamy Barr could have had time to close his 
mouth, even if he had thought to do so. Some of 


(Turn to page 66) 
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MORE NEW TH 


BELOW: 


VERSATILE NEW DESK in the recently announced Mode-Maker 
line being marketed by the General Fireproofing Co., Youngstown, 
Ohio, is the Pedestal Typewriter unit. This all-purpose metal desk, 
available in 29- and 30!/2-inch heights, includes streamlined styling 
which eliminates all projecting hardware, sharp corners and edges. 
Another feature is the roll-away typewriter shelf which provides 
finger pull handling of the machine. As the door of the pedestal 
is opened the typewriter shelf glides out with ease. The door is 
automatically lowered so that the typewriter shelf extends over it, 
permitting full use of the full width center drawer. A swivel type- 
writer platform permits the machine to be moved to any suitable 
position, eliminating awkward positions or interference with the 
typist's arms. The typewriter compartment will accommodate ma- 
chines with carriages as large as I7 inches. 
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NEWS 


LEFT: ~~ = 348 
NEW PORTABLE REGISTER, the Economite, is a new type 
register, suitable for writing sales tickets, receipts, memos and 
orders. Though machine is no bigger than the average-size book 
and weighs only a pound-and-a-half fully loaded, it operates in the 
same way as larger counter registers. Made entirely of aluminum, 
it holds 50 sets of triplicate forms or 75 duplicates, in either 4!/, x 
5 2/3 inches, or 4'/4 x 6!/2 inches size, and contains its own file 
compartment. As one set of forms is ejected, a fresh set comes 
into writing position automatically. It is available through the 
Autographic Register Co., 215 Seventh St., Hoboken, N. J. 
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ABOVE: 


AMONG THE NEW DEVICES manufactured by the Associated 
Industrial Designers, 3726 Effingham Place, Los Angeles, in addition 
to their larger desk models and system sorters, is this small sorter 
designed for bank tellers who prefer to sort checks and deposit 
tickets as they are received. The model C-21 has 21 dividers with 
a 20 division index and has met a ready acceptance where card 
and ticket sorting is required, especially where the work is divided 
among many clerks for quick action. The right side of the index 
is numbered by fives from 5 to 95 for numerical sorting. Both 
sides may be used, the opposite side being blank for the user's 
own special index. It is 4 inches wide, | inch thick, net base 
length 10!/2 inches, and overall length 16 inches, or short enough 
to store in a counter drawer when not in use. As it is made almost 
entirely of aluminum, it only weighs 12 ounces, with a shipping 
weight of 18 ounces. Dividers finished in off-white enamel, base 
and end covers of silver hammertone. Priced at $14.50. 
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ABOVE: 


LATEST MODEL from the Parker Pen Co., Janesville, Wis., is 
the ''51"" with fourteen major and minor improvements of structure. 
Although retaining its classic exterior design, the pen is radically 
different from its predecessor internally. Structural changes include 
a new Foto-fill mechanism for ease of filling with a visible ink 
supply. An Aerometric pressure control has been achieved for 
high altitude protection against leakage and against rapid temper- 
ature changes. A more precisely engineered flow governor feeds 
ink with instant adaptation to all kinds of handwriting styles. 
Writing mileage on each filling has been increased 25 per cent. 


a 


ABOVE: 
KRAZY DIP TW CLEANING MACHINE has been recently 


introduced for cleaning typewriters and business machines, by 
the Magnus Chemical Co., Inc., Garwood, New Jersey. The ma- 
chine cleans by mechanical agitation, moving the work 160 times 
per minute in the cleaning solution. The cleaning solution is 
simultaneously agitated at the same tempo by means of paddles 
which swirl the liquid back and forth. Dual agitation of the 
work and solution forces the cleaning fluid against and into all 
interior and exterior surfaces. This forceful shearing and scrub- 
bing action quickly removes lint, eraser residues and other dirt. 
The “see-saw” type platform is designed to give a gentle motion 
during the washing process so as not to damage the typewriters. 


The simple Foto-fill mechanism is concealed when the pen is in 
writing position. The entire barrel of the new pen unscrews and 
slips off, revealing the filling mechanism and the ink window 
housed within a sleek white metal inner barrel. The complete 
filling instructions, in eight words, are engraved on the inner barrel: 
“To fill press ribbed bar firmly six times.” I+ will be available in 
seven colors. 


CARPETING  WALLS* DRAPERIES CHAIRS 


DEEP GREEN OFF WHITE LIMED GREEN VERMILLION 


DEEP BROWN fF COCOA BROWN ff LIGHT GREEN fF CaNgey YELLOW 
GRay MAROON WHITE POWOER BLUE — 
Blue PALE BLUE WINE give 


Get Somes ABOVE: 


PIK-A-POINT, a fountain pen created to suit individual handwrit- 
ing, is a product of the Sloane Pen Co., 514 West 147th St., New 
York. Each pen is labeled to indicate the grade of the point whether 
it be fine, medium, or broad. Available in blue, green, grey, red, or 
black colors, each pen has an individual guarantee certificate. Re- 
tail priced at 50 cents each. 


OFF WHITE TOMATO RED macK 
DARK GREEN Tomato #€D wnitt 


CANARY YELOW FP GOLDEN YELLOW VERMILLION 
OFF WHITE VERMILLION MAROON 


OFF WHITE 6010 
—gtice DP raerecust 

POLE GREEN CANARY YRELOW 

DUSTY Pin CANARY YELLOW LEFT: 

COLOR CHART for selecting decorative and stimulating color 
backgrounds for business and professional use is provided by the 
Raymond Co., Inc., 666 Lake Shore Rrive, Chicago, in promoting 
the theme, "The Decorator Approach to Office Desks." The chart is 

. PALE BLUE oi wine incorporated in an eight-page illustrated brochure. Nucleus of the 

GOLDEN OCHRE ; “GREEN company's plan consists of the offer of four Raymond desk finishes: 
int oeeen PP opeer creen Canary yeuow ff VERMILLION limed oak, walnut, Harvest, and grey tone. Executive, secretarial, 
and clerical desks as well as office tables are provided in all of these 
finishes. The new Raymond desk accessories, a desk butler, letter 
tray, and secretarial tray are also available in these finishes. 
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DEEP BUFF DARK GREEN VERMILLION 


AN Colnge hte ats otherwnee denrgrerted 


& Decorator Approved Color Combinations for use with RAYMOND DESKS 
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RIGHT: 
WITH THE THEME of Cutting Costs of Paper Work—Your Key 
to Profits, Remington-Rand, Inc., 315 Fourth Ave., New York, held 
its annual business show recently, to present more than 1,000 prod- 
ucts, many of them new to the business world. Shown here is a 
small portion of the exhibit which demonstrated the effectiveness 
of modern design and color for an integrated line of business 
“tools.” 
ntly LEFT: 
by NEWLY DESIGNED file cabinets are being manufactured by the 
sed Chapin Equipment Co., Batavia, Ill., for use in offices, schools, 
mes homes and factories. The new design enables users to add locks 
is to the files at anytime, and to substitute card drawers for letter 
dles drawers when needed. The full-suspension drawers are equipped 
the with new side-suspended compressors permitting ready adjustment 
all and positive locking. These all-metal files are rigidly constructed, 
rub- dust-proof, and finished in either grey or green with aluminum 
dirt. hardware. Available in a wide range of styles and all standard 
tion sizes, letter, legal, and card. 
ters 
| RIGHT: 
MAGIC ARM E-Z Swinging fluorescent lamp, model G, is manu- 
factured by Acme Lite Products Co., 350 East 182nd St., New York, 
for office, factory, or professional use. Features include swinging 
action to any desired position, spring-friction principle in joints to 
secure arms, absolute flexibility at base, angular adjustment of 160 
and 330 degrees on its axis, and many others. Available in stand- 
ard arm length of 36 inches, and special at 40 inches, A.C. or D.C. 
Streamlined design comes in brown or office grey Polymerin finish. 
Prices and additional information available on request. 
writ- 
New 
ther 
J, or 
Re- 
LEFT: 

SLIMLINE FLUORESCENT LIGHTING FIXTURE, designed for 
commercial use and particularly suitable for offices, banks, institu- 
tional and public buildings having moderately high ceilings, has 
been introduced by Sylvania Electric Products, Inc., 500 Fifth Ave., 
New York. The new fixture, the CSL-496, is an unshielded unit 
utilizing four T8 fluorescent lamps having a total power of 204 
watts. It can be installed either surface or pendant mounted, 
individually or in continuous rows, but is especially applicable 
for surface mounting in general merchandising areas. Although 
Warmtone and other colors will be supplied when specified, 4500- 
degree white lamps are standard in the new fixture. Unit, which is 
98 inches long, has a “blunt end design of the chassis, eliminat- 
ing the shadows characteristic of the "tapered" chassis design 
when the fixtures are installed end-to-end. Both the chassis and 
the reflector are finished attractively in Sylvania white Miracoat. 
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: BELOW: r 

LION MARKING PEN made of sturdy aluminum, will write 
on anything, says the manufacturer, Eyer Co., 521 Fifth Ave., New 
York. In addition, it won't leak or clog, and has a long felt nib that 
writes '/4-inch wide or fine. Lion ink dries instantly and is water- 
proof. Pen comes in kit with bottle of ink and dropper. Choice of 
black, green, or red ink. Priced at $1.50 each, pens are guaranteed 
agaist structual defects. 


— hk 


ABOVE: 


A BOON FOR TELEPHONE USERS is Radi-Off, the automatic 
radio silencer produced by the Kenworth Mfg. Co., 3461 North 
Holton St., Milwaukee. The appliance consists of a shallow base on 
si which the telephone is placed, not attached to. Its cord plugs into 
ag the same outlet as your radio's. As soon as receiver is picked up to 
make or answer a telephone call, the radio is instantly shut off. 
When call is completed, radio turns on again. No special wiring is 
needed and unit fits all types of telephones. Can also be used with 
other electrical appliances. 


LEFT: 

A THIN-POST BINDER with!/g-inch posts specifically designed to 
snugly fit the marginal punched holes, has been designed by the 
C. E. Sheppard Co., 44-01 2Ist St., Long Island City, New York. 
This is a stock binder made in a variety of sizes. Its thin, strong 
posts utilize the holes used for the aligning devices themselves, elimi- 
nating the need for additional punching and perforation. Keyless 
operation and a vise-like grip is ensured by Cesco's Dual-Loc 
mechanism, which is standard equipment on each of their binders. 


RIGHT: 

PHOTO-COPYING MACHINE that will take auto-positive paper, 
is new from General Photo Products Co., 15 Summit Ave., Chat- 
ham, New Jersey. This Tru-Copy-Photo unit comes in three sizes 
to handle standard cuts of paper Ii x 16, 14 x 20, and 18 x 29 
inches. Priced according to size, at $170, $220, and $300. The 
new equipment which utilizes three times as many lamps as those 
used in other Tru-Copy units takes cnly 15 seconds to expose the 
auto-positive paper. Its operation is extremely simple. Carefully 
engineered and sturdily built with heavily reinforced plywood 
covered with washable rubberoid cloth, heavy hinges, durable 
clamps and unbreakable Tufflex glass, the unit carries an uncondi- 
tional guarantee. It comes ready to use equipped with all neces- 
sary accessories, including trays, dryer, paper, chemicals, color 
filter, red pilot light, squeegee board and glassware. Operates 
on 115 volts AC-DC in ordinary office light without the need for 
darkroom, focusing or heating unit. 
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1 SHOWED THE BOSS 

| HOW TO END 
*FIND-I-TIS HEADACHES 
- WHEN I SENT FOR 


—THIS _ BOOK 


Here’s the answer for secretaries and file clerks in distress! “Find-i-tis, 
its causes and cure” is a simple, easy to follow booklet, full of practical, 
down-to-earth ideas on how to get top efficiency from your files. Shows 
how you can actually cut your filing costs up to 25%. New file clerks 
will be able to file and find with ease. The basic principles of successful 
filing are made clear and understandable. It’s a guaranteed time and 
temper saver. Can be adapted to your present filing equipment. Surprise 
your boss, write for this free booklet today. You'll be amazed at the 


results. 
ao — 
penne ionie, ometoenal fan » THE GLOBE-WERNICKE CO. 
yet packed with facts that simplify filing. +NO., 
R E 3 Ask for it at your Globe-Wernicke docket pe “ts Dept. BCH 3-8, Norwood, Cincinnati 12, Ohio 
or cond this coupon sew. “Sym, ff Please send my copy of the Find-i-tis booklet. 
se TL ame 

*Inability to find what has been filed. | pone 
j City. Zone_ State 
' 
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Cs : 


Get up to 600 letters per day 
with one typist! 


Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
well as many others can be produced in quantity 
and made really effective with Robotyper. 


Investigate 
this modern 


equipment 


today. 


The typist inserts the sheet, types the salutation 
and pushes a button. The result is perfect letters 
all typed on the same machine with the same 
touch with salutations and body copy matched. 


Typist can do other work while the machine oper- 
ates at triple speed or one girl can handle as many 
as six machines. 


Representatives 
ein . in all important 


: N cities. 
Se 
D 


} 


Case of Bellamy Barr 
(From page 60) 
the paper fragments were under the piano two 


months later. In his first reaction Mr. Bellamy 
Barr was vexed that he had made only the one 
copy. 

He jumped when the outside door banged a 
few minutes later on Mrs. Barr’s exit. Then his 
second round of thoughts as an analyst was per- 
plexing. He knew how difficult it would be to ex- 
plain office management principles to Mrs. Barr’s 
mother. She had another brand of manage- 
ment entirely and had come by it the hard way— 
that is, hard on everyone else. He shuddered to 
recall her management visage, which appeared to 
have concentrated on smelling something bad. 


Goodbye! 

His third range of thinking also raised a prob- 
lem: Why did Mrs. Barr have her suitcase 
already packed in readiness? On this last, he had 
an immediate answer in a note on the bureau 
which read in part: 


“ee 


. . . I’ve been planning to go away for some 
time, when I couldn’t stand it any longer. I’ve 
tried out some of your ideas when you were not 
around and I simply don’t like them as well as 
mine. My conclusion is that you run the office 
and I’ll run the home. When you agree with this 
delegation, cease and desist from any mention 
of management techniques, and stop looking as if 
you were asking ‘why’ to everything I do, I'll 
come back on the job. Mother agrees with me in 
every particular. As we look at it, the emotion 
of love has gotten on without management tech- 
niques for a long time now and has been doing a 
pretty good business just the same... .” 


In the last few minutes the value of manage- 
ment techniques had receded rapidly to approxi- 
mately 2 cents, and as he finished reading it 
backed up still further to a faint blah. Bellamy 
Barr reached impetuously for the telephone with 
so little thought for the therbligs of the opera- 
tion that he began yelling his number into the 
receiver. 

He often took his troubles to his big boss, who 
didn’t know many of the management techniques 
by name but had developed through the years a 
lot of common sense in human relations. 

“Lay everything that goes wrong on human 


nature,” he told Bellamy Barr, “and you won’t be 
Robotyer far wrong. Human nature in business is a 
Corporation crooked piece of hemp rope. As soon as you 
Detroit 34 pull it out straight and turn your back it returns 
Michigan a > 
to its old crookedness again. If you are not very 
careful you sometimes get the loop around your 
neck. 
e ae “You have to keep tugging away at it. In time 
a 3 é ¥ and with great patience you can get the hemp to 
lie straighter and straighter. Tugging away at 
it means selling. In other words, selling means 
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Your own eyes are all you need to prove 
the extra value of Webster's Micrometric 
Carbon Paper. A scale, actually a part of 
each sheet, helps secretaries do neater, 
faster work. The scale warns them as they 
approach the bottom of the page, assures 
well-spaced letters and reports at the 
first typing. 

Micrometric has national acceptance 
by secretaries and office managers in 


modern offices everywhere. It’s available 


YOU CAN SEE 
THE EXTRA VALUE 


in a variety of weights and sizes. When 
you buy with an eye for top performance, 
remember that the Webster line includes 
carbon papers and typewriter ribbons, 
both cotton and silk; duplicating carbon 
papers and accessories; ribbons and car- 
bons for Elliott-Fisher, Addressing, and 
International Business Machines. Write 
to F. S. Webster Company, 9 Amherst 
Street, Cambridge 42, Massachusetts — 


or contact our warehouses listed below. 


WEBSTER’S 


Micrometric Carbon Papers 
and Typewriter Ribbons 


Webster’s warehouses in key cities from coast to coast: 


New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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WHY ? He sits all day in a | 


STURGIS POSTURE CHAIR! A Sturgis 
takes the work out of sitting by en- 
couraging the erect, healthful posture 
that defeats fatigue. 

Sturgis Posture Chairs can make 
you and your office people feel 
better and work better. 


Our interesting new booklet, ‘‘The 
High Cost of Sit ting’’, tells you how 
to improve office efficiency. Write 
today for your free copy. 


POSTURE CHAIR CO. 
Sturgis, Michigan 


OFFICE MANAGEMENT 


enticing others to want what you want them to 
want. 

“As for home affairs, Bellamy, I long ago 
stopped looking for perfection. When you come 
to think of it, it is more often the imperfections 
which we like in other persons. That’s because 
you and I are also crooked pieces of hemp. If I 
were married to perfection, it would bore me to 
death.” 

It was the family physician, however, who 
really put Bellamy Barr’s ego back where it be- 
longed. When he knew, he began to ponder all 
over again. He pondered the techniques for han- 
dling formulae, the straight-line flow for the 
bassinet, and even the proper therbligs for diaper 
control. No matter how he may look, act, or 
speak, you can’t keep a good staff man from 
seething deep down below with management tech- 
niques. But at last Bellamy Barr had learned to 
keep his pondering to himself. 


For Communications 
(From page 46) 


interest. All of the men present are communica- 
tions executives. There is little chance that one 
or more individuals at a meeting will become 
bored with the proceedings, as is possible in an 
association whose membership serves in a variety 
of positions. The subject under discussion from 
start to finish is communications. One afternoon 
a month, during which men in the field can ask 
questions, compare experiences, and hear lectures 
on the subject, is certainly not too much. I can 
think of instance after instance where I and other 
members of the association have brought away 
ideas and opinions which, when applied to our re- 
spective communications practices, have resulted 
in worthwhile economies and efficiencies. 

Naturally, this is only the beginning of what 
must eventually be the raising of the job of com- 
munications supervisor to a professional level. 
Certainly, the responsibilities that go with this 
kind of work, and its ever-increasing scope make 
this objective a desirable one. 


Filing Association Meets 

The Filing Association of New York held its monthly 
meeting on December 13th at the Esso Standard Oil Co, 15 
West 51st St. Ethel Carew was program chairman and intro- 
duced new members, who are Miss Genevieve C. Heffner; 
Mrs. L. Fitzpatrick, Standard Oil Co. of N. J.; Miss Cecilia 
Forshay, Lone Star Cement Corp.; Miss Doris E. Kenworthy, 
Radio Corp. of America; Miss Lenore Mitchell, Webb & 
Knopp; Miss Sylvia Prete, Lord, Day & Lord; Mrs. Mary 
Rutledge, Girl Scouts of the U.S.A.; Miss Lorene K. Seng- 
stack, American Cyanimid Co.; and Mrs. Jeannette V. Kretz- 
schmar, Singer Sewing Machine Co. 

Guest speaker of the evening was Harry D. Kolb, assistant 
manager, training division of the Esso Standard Oil Co. The 
program was devoted to orienting new and long service 
employees. 

The topic chosen for the next meeting will be What the 
File Department Supervisor Expects of Management. 
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ALL-PLASTIC CARD GUIDES 


Patented. Trademark Reg. U. S. Pat. Off. 


Card filing reaches a new peak of ease and con- 
venience with Rock-Elite Card Guides. Made 
of lightweight, transparent, long-lasting plastic. 
They feature guide and tab of one-piece con- 
struction with entire tab located above card 
tops. The tabs of Rock-Elite All-Plastic Card 
Guides eliminate undesirable extra bulk that 
causes cards to “‘fan’’ forward. Tab slant to the 
rear gives full “angled visibility” to labels. 
Entire tab is transparent for maximum size 
label—no tiny ‘“‘window” to limit label size. 


Practically indestructible, Rock-Elite Card 
Guides can be bent double and spring back to 
original shape—will not become brittle or crack. 
Rock-Elite plastic is safe, too—will not “flash 
burn.”” Rock-Elite Card Guides are available 
in 3 x 5, 4 x 6 and 5 x 8 sizes, each in a wide 
label assortment for popular systems. 


ROK ita Desk es 


Trademark Reg. U.S. Pat. Off. 


GREATER CAPACITY « TIERS LOWER 


Rock-Elite Desk Tray, molded of chip-proof, scratch- 
proof plastic, tiers lower than ordinary trays yet com- 
fortably accommodates file folders and standard size 
ring binders. Each tray surface is ribbed to eliminate 
fumbling for bottom sheet; slopes downward to rear, 
automatically aligning contents. Fluted, non-slip tier 
posts at sides and ample cut-out opening permit easy 
access. Four rubber cushion feet protect desk and table 
surfaces. Attractive walnut or gray finish. Available 
in letter or legal size. 


ROCKW ELL-BARNE 
35 East Wacker Drive 


s COMPANY 
Chicago 1, Wi. 
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Kock a File ° nn 


aa SAVES UP TO 
40% FLOOR SPACE! 


Rock-a-File’s revolutionary side-fil- 
ing development, featuring compart- 
ments that “‘rock’’ open sideways, 
provides the same capacity as or- 
dinary files in less than two-thirds 
the floor space. Compartments pro- 
ject only slightly when open. All the 
contents are instantly available all 
the time . .. two or more persons can 
file simultaneously ...compartments 
can remain open. Standard letter 
and legal size models available in 
choice of finishes. 


Rock-a-File PERSONAL FILE 


The perfect private-office file 
—ideal for home use, too. Fea- 
tures space-saving advantages 
of side-filing plus effortless op- 
eration of “rocking’’ compart- 
ments. Standard letter size, 
two-compartment model 
stands 32 inches high. Avail- 
able in satin-gray, mahogany, 
green or mar-proof walnut 
finish, with or without lock. 


*Patented 
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Work flows smoothly across a desk when both parties are 
relaxed and comfortable. In conference or dictation, the 
person at the back of the STEEL AGE Executive desk has 
plenty of knee room too, thanks to the special recess. In 
fact, everything about the Executive desk is keyed for 
comfort. The island-type pontoon bases mean worlds of 
extra foot room . . . the adjustable height means comfort 


All STEEL AGE desks have 
adjustable gliders for level- 
ing on uneven floors and 
to adjust height in any 
degree from 29" to 3014". 


—==__ — 


The STEEL AGE Executive Desk ! 


gives Secretaries a-break — 


in Comfort too i 


that’s tailored to your physique. Ball bearing suspended 
drawers glide open at a touch and the no-glare Corroleum 
top is pleasant to the eyes. Add a full measure of un- 
matched beauty, superb construction and masterful metal 
craftsmanship and you'll understand why everyone says, 
“Buy STEEL AGE and you buy the best in steel office 


furniture!” 
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the New MARCHANT 


Acain America’s First Calculator records the highest achievements in the art 
of calculator design with the new Marchant Figuremaster . . . 


BEAUTIFUL TO SEE: Five new features pleasing to the eye — emphasizing 40% 
greater dial visibility; functional, streamlined design; scientific color selection. 
BEAUTIFUL TO TOUCH: Six new features helpful to the hand—emphasizing the 
Phantom Touch .. . no lighter touch is known. 

BEAUTIFUL TO OPERATE: Seven new features profitable to the user who is 
interested in the greatest amount of figure-work for the least expense and 
trouble —emphasizing the Universal Tabulator and Flip-set Decimals. 


(ESE) 
MARCHANT 
i, (| 


With Marchant’s traditional supremacy in accuracy control, sim- 
plicity and speed, these achievements establish the new Marchant 
Figuremaster as the foremost calculator in the business world. 


The Marchant Man in your phone book will be proud to show you how. Or for a complete descrip- 
tion and full-color illustration of the Figuremaster, send for Folder E11. Marchant Calculating 
Machine Company, Oakland 8, California 
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WITH THE 


YELLOW BOX LINE 


In thousands of busy offices the 


Yellow Box Line of paper fastening 
devices are standard equipment— 


each item is designed for fast easy 


attachment — carefully made, in- 
spected and packed to give a full 
count of usable time-savers. 


You, too, save time . . . buying 


this broad list of items from one 


source. One order . . . one in- 


voice . . . reduces your handling 


time and costs. 


STANDARDIZE ON THE 
OAKVILLE YELLOW BOX LINE | &) 
a i 
| 
' 


¥ 
: rar 


» 
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Dan: 


SS ty me zo ¥: 
OA MPANY DIVISION 
comsoision"” SCOVILL MANUFACTURING COMPANY 


Waterbury 86, Connecticut 


% 
S NEW YORK + PHILADELPHIA +» BOSTON 
a ie CHICAGO + SAN FRANCISCO 


Manpower Use 
(From page 34) 


and the parallel reduction in the work week, | 
know that you will find this difficult to believe 
(as I did until I checked into it) that with in- 
creased output per worker and per manhour, we 
have been able as a nation to consume and enjoy 
an ever increasing volume of goods and service 
while producing them with less and less effort. 
Here are a couple of amazing facts: 


(1) Average working hours began to be cut 
so sharply after 1910 that the total man- 
hours worked that year were hardly ex- 
ceeded in any peace-time year since, in 
spite of population increases and greater 
individual consumption. 

(2) Total production increased approximately 
80 per cent during that period. 


Continue this trend and we can have our 
choice of all of our present luxuries plus many 
things that only the very wealthiest people can 
enjoy today, with only a relatively few hours of 
pleasant work per week—or better still (and I 
think this would be the American way) we can 
find the optimum work week and enjoy even 
greater benefits. 

Now this is not hot air. It is the realistic and 
inevitable result and we are seeing its attainment 
with each passing decade. 

From this you will conclude that high pro- 
ductivity is a good thing—you are all for it. Let’s 
keep it up. But who among you believes we are 
yet doing an acceptable job in this field of pro- 
ductivity—believes, for example, that we can now 
rest on our oars? Many of us believe we are 
just getting started—in some fields we haven’t 
even gone through the motions. And I will seek 
to show you that our vital national interests are 
at stake and that you are playing quarterback on 
the team that will have to carry the ball. 


More goods with less effort 


If you want to orient yourselves in this picture 
take a look at “America’s Needs and Resources” 
—a real monument erected by the authors, J. 
Frederic Dewhurst & Associates. You will note 
marked changes have occurred in the occupa- 
tional and industrial composition of the labor 
force since Lincoln’s time, largely reflecting long- 
term trends that can be expected to continue in 
the future. Technological progress has given us 
more goods with less effort and changes have 
occurred in things we are now doing when we 
work. For example, over three-fourths of our 
labor force were engaged in the production of 
physical goods in 1870. By 1930, this was reduced 


as GANA, Ren Gen, La, FOREN ¢ to a little more than half the total. 
eine The trend also has been away from heavy, 
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How Your Office Staff 


Can Produce More Work 
With Less Fatigue ! 


LERT executives are discovering that correct 

seating pays off in better work—and more of it! 
Bad seating bears directly on slow work, needless 
errors and high absenteeism. Scientifically designed 
chairs conserve energy, supporting the body where 
it needs support. Adjustable to user’s height and 
desk height, modern wood posture chairs allow 
both feet to rest firmly on the floor. Elbows rest 
naturally. Back and seat follow body contours. 


Handsomely finished to match the beauty of wood 
office desks, new posture chairs for general office 
personnel or executives will enhance the appear- 
ance of your office while stimulating better work. 
See your office furniture dealer today for a free 
demonstration. 


WOOD OFFICE FURNITURE INS 
Co. © COMMERCIAL Ft 


CORRECT SEATING 
wit 


Wood Office Posture Chairs 


DIRECTS ENERGY 
TO THE JOB AT HAND 


ELIMINATES 
fs NEEDLESS FATIGUE 


| 

| 

ar | : 

MATCHES BEAUTY pine. | | 
OF WOOD OFFICE DESKS “p ! 
| 
| 
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Doten-DuNTO 
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¢ JASPER SEATING CO. ® : mae 
Co. ¢ Myrtie Desk Co. * New 


Furniture Mec. Co- 


ff, youre not 


booklet “How 
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Hair Co. 


porking over wood. 
youre qverworking 


i To Produce More 
WRITE for interesting free mor ty CORRECTLY. ” Simply 
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yet ...» YOUR finger pressure 
WILL INSTANTLY RELEASE 
THE perma-grip lock 


Dual-Loc Binder 


CESCO'S LATEST TIME-SAVER 


Only slight finger pressure will immedi- 
ately release the tenacious hold on the 
posts. The cover is removed easily and 
smoothly, without danger of faulty opera- 
tion. 


By merely replacing the cover, it will 
automatically lock with a vise-like rip 
that will hold until voluntarily released. 
The mechanism cannot rattle. 


Accurate machining of fine quality steels 
used throughout ensures constantly 
smooth operation. No parts can break or 
work loose, and wear is minimized. 


THIS POPULARLY PRICED BINDER WILL SPEED YOUR 
OFFICE WORK! SEND FOR DESCRIPTIVE LITERATURE. 


THE C. E. SHEPPARD COMPANY 


44-09 Twenty-First Street, Long Island City 1, N. Y. 


MODERN LOOSE LEAF 
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arduous, unskilled manual labor, and definitely 
toward the more skilled manual pursuits and 
intellectual pursuits. There has been a shift 
from production to distribution, service activities, 


' and clerical work. 


Unskilled workers represented 36 percent of 
the total in 1910. By 1940, this was reduced to 
26 percent of the total (14 million out of 52 mil- 
lion workers). 

I think we can all see this trend. As we ap- 
proach the push-button factory of the future, we 
will need only to expend skilled manhours to oper- 
ate and service our device. More and more we 
will be operating systems and procedures and 
less and less we will be lifting, pounding, and 
sawing materials into processed products. 

In 1910, your systems and procedures were 
operated by 15 per cent of the labor force (clerks 
and kindred white collar workers). In 1940, your 
systems and procedures could no longer be oper- 
ated by 15 percent of the workers—now you need 
24 percent of the workers. (That’s a 60 percent 
increase.) 

A few years ago, it was very popular in our 
company for key people to caution, “never stick 
your neck out.” We no longer think that way. 
Now we have a new slogan “Witness the turtle: 
He makes progress only when his neck is out.” 

Now my neck is out and I’ll try to make some 
progress. I say to you that we could double our 
effectiveness in operating our procedures and 
systems and we would still be dragging along at 
the fringe end of the normal frequency distribu- 
tion curve if we threw all of our workers into the 
same chart. 

White-collar limping 
While completely accurate standards are not 


available, it is all too apparent that productivity 


in agriculture, manufacturing, mining, and trans- 
portation has been increasing by leaps and 
bounds, while output per man-hour in the white- 
collar and service trades has been limping along 
at a nineteenth-century pace. The great advances 
in efficiency in producing goods have carried the 
burden of poor manpower utilization elsewhere. 
Of course, we all realize that mass production, 
which turns out vast quantities of standardized 
goods i nlarge factories, requires a far more elabo- 
rate distribution organization than small-scale 
handicraft industry supplying local demands. But 
if you will check you will find that the average 
volume of goods handled per worker in the field 
of distribution hasn’t changed appreciably since 
1870! 

If you attempt to rely on the available statistics 
alone in evaluating white collar worker produc- 
tivity you will paint yourself into a corner and 
have to walk over and mess up the job you have 
just finished to get out of the room. 

(Turn to page 78) 
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KEE |ox, 


THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 


Does NOT Dry Out! 


DEPENDABLE IN OVER 
1000 COATINGS IN 


Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 


Duplicating Carbons 

Duplicating Units 
plain or printed 

Pencil Carbon 


Pen Carbon 
Hectograph Carbon 


Pattern Tracing 
Carbon 


One Time Carbon 


Printer's Carbon 


Sales Book Carbon 


Stripe Carbon 
All sizes 


Copying Carbon 


Carbon sewed in 
binders 

Reverse Stripe and 
2-Color Stripe 


Full or Both Sides 
Coated 


CARBON ROLLS FOR 


Vari-Typer 
Burroughs 
Elliott Fisher 


Autographic Registers 
Elliott Addressograph 


All Photostatic 
Alphabetical Printer 


Executive Writing 
Hectowriter 
Tabulating 
Teletype 

Tally Rolls 
Sunstrand 


Laundry Marking 


Kee Lox Dupli-Pax for |1.B.M. and Fanfold 
Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make at anytime. We consider it afavorto serve. 


KEE |ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U. S.A. 


EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 
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Multilith 


Dupligraph 
Speedaumat 
Burroughs 
Allen Wales 
Cash Registers 
Checkwriters 
Dalton 


Sunstrand 


Time Clock 


Addressograph 


All 1.B.M. Machines 


SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


Lithograph 
Multigraph 
Teletype 

Stamp Ribbons 
Hectograph 
Writerpress 
Roneo 
Tabulating 


All American 
Typewriters 


All Foreign 
Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S. A. 
through 35 Direct Branches 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 


ee EOE ciatiessinncnmanlianene 
a TD  secccnsinicchinsiniteaneminn copies at one writing and use a 
ihstiennpduninseiehteithadaiciasiswieenndabanitiatadiinesapaipistiladaitcs Machine. 
Ribbons. We are interested in ............ sptiiiinhanheletaaniii Silk 
Cotton ........ a machine. 
(Samples of work of different inkings will be sent.) 
UII scdnsininiichaiestesdcnenidiinaninthaneapboonenntaniinibielnnaniapebnphainndliatiiancsstia 
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Steel Cabinets 


STORAGE -« 


% Built of Heavy-Gauge Metal 


WARDROBE + COMBINATION STORAGE & WARDROBE 


poe <& 


e STORAGE - 


CAT. 27218-S 
Height 72" x 18" Depth x 35" 
Width 


CAT. $7224-S 
Height 72" x 24" Depth x 35" 
Width 


sitll a 
y 


it 


e WARDROBE - 


CAT. $7218-W 
Height 72" x io. Depth x 35" 
Wid 


| 

CAT. ie | 

Height 72" x 24" Depth x 35" 
Width 


Special Features 
%* Chrome plated handles 


* All-Welded Construction % Availabte in 18" and 24" depths 
% Shelves adjustable on 2" centers % Cabinets—72" high, 35" wide 
% Three point locking device % Durable baked enamel finish 
4 4 
Shipped set- 
up. Modern 
gray or olive 
green baked 
enamel finish. 
4 (Specify) 
Literature 
and Price 
List 
Available 
e COMBINATION - e COUNTER HIGH - 
Cat. £7218-CW Cat. 24218-CH 
Height 72" x i Depth x 35" Width Height 42" x 18" Depth x 35" Width 
Cat. $7224-CW Cat. 24224-CH 
Height 72" x 24" Depth x 35" Width Height 42" x ta Depth x 35" Width 


STEEL EQUIPMENT 
FOR THE 
OFFICE 


K E y s T oO N E STEEL EQUIPMENT 


STEEL EQUIPMENT COMPANY FOR THE 
2608-28 SOUTH FRONT ST, PHILADELPHIA 48, PA. FACTORY 
OFFICE MANAGEMENT AND EQUIPMENT —": 
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A-Z Alphabetical Manila Folders, Letter and Legal 
Size. Double Top Only, One-Fifth Cut. 
Two-Fifths Cut Manila Folder, Guide High. Letter or 
Legal Size. Heavy Weight, Double Top Only. Extra 
Heavy Weight and Super Weight, Single Top Only. 
Miscellaneous Folder for ‘Simplex Index" System. 
Blue, Heavy Weight, Double Top Only. Letter or 
Legal Size, Guide High, One-Fifth Cut. 

Kraft Folder. Medium Heavy, Extra Heavy, Single 
or Double Top. All Tab Cuts, Letter or Legal Size. 
System Folder Heavy and Extra Heavy Weight, 
Single and Double Top. Super Weight, Single Top 
Only Right Center Cut, Guide High, Letter or 
Legal Size. 


Miscellaneous Folder for ‘Service Index.’ Double 
Top, Guide High. Salmon Color, Letter or Legal Size. 
Heavy Weight Only. 

One-Half Cut, Heavy Weight, Double Top. Extra 
Heavy Weight and Super Weight, Single Top Only. 
Undercut Tab. Letter or Legal Size. Tabs Printed if 
Desired. 

Salmon Manila Folder. All Tab Cuts. Heavy Weight 
Only Letter or Legal Size. 

One-Third Cut Monthly Folders. Heavy Weight Only. 
Letter or Legal Size 

Guide High Kraft Folder Double and Single Top. 
Heavy and Extra Heavy Weight. Two-Fifths Cut 
Only, Letter or Legal Size. Only Single Top Fur- 
nished Printed. 

One-Third Cut Manila Folder Double and Single 
Top. Body or Guide High. Heavy, Extra Heavy and 
Super Weight. Letter or Legal Size. 

Blue Manila Folder. All Tab Cuts. Heavy Weight 
Only Letter or Legal Size. 

One-Fifth Cut. Single or Double Top. Heavy, Extra 
Heavy and Super Weight. Body or Guide High. 
Letter or Legal Size. 

Extra Heavy Weight Manila Folder. All Tab Cuts, 
Body or Guide High. Letter or Legal Size. 


FIND THE ANSWER FOR EVERY FILING NEED! 


r 


As today’s business becomes increasingly complex, vital company SROWNE- ‘MORSE COMPANY 
records must be properly organized so that important facts are kept at COMPLE FUL MOLE FOR OME ORawWen 
management's fingertips. 


In this respect, you will find the Browne-Morse complete line of filing “SS 
supplies will furnish an answer to your filing problems. Every re- 
quirement is covered so that you can establish efficient filing sys- 
tems to keep facts at your fingertips and save filing time. 


The Browne-Morse complete line of file supplies include folders MOWNE-Monse > 
and guides of every type, size, weight and color to satisfy your omer towne "an a 
t 
every filing need. sup 


Look for the BROWNE-MORSE ‘‘Pack- 


Contact your local Brown-Morse dealer who will give you aged’’ filing systems at your dealers. Dis- 


. : : : s lay carton contains complete set of divid- 
immediate delivery, as well as valuable suggestions in helping pms a fenders for ene the Grower. Créer 
you solve your filing problems. your supply today. 


ARCHITECTS OF EFFICIENCY FOR AMERICA’S OFFICE 


MUSKEGON Browne-Mbrse MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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; BUTCHER, the baker, the candle-stick maker... 
the entire business world from the smallest business 


the arrival of this smart, sturdy, compact Swift Adding 
Machine. It’s here, today! 

With its big-machine capacity, and such practical 
advantages as 61/7, pound weight, economy, and hand- 
some zipper carrying case for ease in transporting, 
there is no limit to its all- 


around versatility and 
usefulness. Clerks, doc- FEATURES 
tors, salesmen, account- 9,999,999.99 capac- 
ants, students — will find ity, Short-stroke han- 
jobs unlimited for the dle, 6% pounds, visible 
wonder-working Swift totals, two-color rib- 
Adding Machine. bon, standard key- 
A limited number of board, zipper carry- 
distributorships are still ing case, and many 
available. For further .| other features. 
facts write... . 


SWIFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


organization to the largest...are waiting word of. 


| 


\ 


(From page TA) 

Times have changed since 1870, 1910, or 1930. 
In addition to the burden on distribution inher- 
ent in mass production, we have such items as 
increased governmental reports and forms to fill 
out, the problems revolving around our elevation 
to the status of tax collectors, the increased use 
of statistical controls, the expansion of person- 
nel records and services, the extraction of clerical 
work from direct labor activities, and a hundred 
more items you can think of. 

It is a common error to compare apples and 
oranges—and you know the results. We need 
better and more uniform units of measure. We 
hear too much about the number of manhours 
required to turn out a Ford or Chevrolet in 1938 
and the larger number of manhours in 1948. So 
what? They are two different things. We are 
comparing apples and oranges. 


Increase personnel, or improve work? 


When I use these statistics on white collar 
workers I am going to ask you to question 
whether they make sense. I know that in them- 
selves they prove nothing. But some of us have 
tried to do a sampling job in what seemed to 
be representative activities and our impression 
is that the increased clerical workload has been 
handled by increasing personnel strength rather 
than improving productivity. 

A study of productivity of various groups by 
Everett E. Hagen and Nora B. Kirkpatrick tends 
to confirm this impression and to show the trend 
is continuing in recent years. For example, 
between 1923 and 1940 the output per worker in 
mechanical industries increased 78 percent. In 
the white collar trades, the improvement was less 
than a third of that—23 percent. 

The index of output per white collar worker is 
almost identical for such widely separated years 
as 1924, 1929, 1935, and 1938. If we use 1928 as 
“standard,” white collar productivity had im- 
proved less than 4 percent in the following ten 
years—through 1938. In the same period, mech- 
anical worker productivity increased about 34 
percent. And will anyone question which category 
of workers held the greatest room for improve- 
ment to begin with? 

Now many of us who are interested in these 
matters have endeavored to evaluate the produc- 
tivity of the average office worker. I'll give you 
a little more on this later on, but now I would 
like to review the two items which, as you know, 
control productivity. 


(1) Method. Setting up the process of pro- 
cedure to permit us to obtain maximum units 
of acceptable quality standard with a given 
expenditure of energy constitutes good methods 


(Turn to page 84) 
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| 
... the Sengbusch HP-6 Handi-pen has the utility | 
and appearance that please both hard-boiled | 


office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 


| the selling features your customers want. . 


flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con-- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


119 Sengbusch Building Milwaukee 3, Wisconsin 


Plastic bases in 
black, copper, 
> jot gin metat, 
Deluxe walnut 
bates, trimmed 
- 9p geld-ar silver, 
with cepper ar 
- geenmetal HP-6 
Sets. ‘ 
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LUXURIOUS COMFORT 


4 Taylor 


This new TAYLOR 26” HIGH BACK is designed to give 
. to meet a 
definite need. It offers more of the benefits they want... 
it has everything. 

It has deep pillow-spring cushioned seat and back. Seat 
cushions are reversible . . . one side leather for general use 
and the other Gros Point fabric for coolness during summer 
days. The arm rests are wide and made of foam rubber. 
The chair frame is genuine walnut. The extra inches in 
height of back offers a head rest that is sure to find instant 
favor for the successful executive who wants the utmost in 
relaxing comfort. as guest chair 
is TAYLOR No. 


Your local TAYLOR dealer will put 
this comfortable chair, or any other 
TAYLOR model, in your office for trial. 
Write us for his name. 


TheTaylor Chair ‘Company 


ate ae O, 


1 
THE TAYLOR CHAIR COMPANY ee 
Bedford 7, Ohio 


Please send to me, illustrated folder of Taylor Comfortable Chair 
prices and where | may obtain. 
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ASHES in the furnace... cold 
“winds blowing! ASHES in the 
ash can... ashes in the alley... 
ASHES in the coal bin... 
ASHES everywhere .... even 
Z ASHES in 


“ “OFFICE OVERLOADS 


in TABULATING 
in TRANSCRIBING 


:.. those are Our Worries! 


Lean on us.. callus. . (hink of us as 
your branch office . . . believe in us... 
depend on us. . use us..... when 
OVERLOADS come ... and go on 
along home to her. 

Load your peaks and emergencies on 
our shoulders... FLY or MAIL or 
BRING your data to us . . ask us to 
come and get it...and you go on along 
home to her. 

We'll get the CONTROL figures you 
want, the punched-card tabulations, do 
the typing that’s go/ to be done . . . vou 
go on home to her. 

ALL ...and more... if you’ll note 
the nearest office, and.... 


a/Aujomunman 


The nation's foremost office overload service 
WORKMAN SERVICE, INC. 
109 N. Wabash Ave., Chicago 2, Ill. 
Other office locations: 


New York City * Los Angeles 
Minneapolis * Seattle 


OFFICE 


* . WRITES BETTER 
«* WRITES SMOOTHER 
_° WRITES NEATER 


e STRONGER LEADS 
* 


WE SHALL 

BE PLEASED 

TO QUOTE 
you. 
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"BOSTON 
_ PENCIL SHARPENERS | 


| | This is the 
Sy => BOSTON KS 


It gives you more of everything you 
desire in a pencil sharpener, plus new 
stream-lined design and the added 
sturdiness of an all-metal construction. 
BOSTON Speed Cutters (15 cutting 
edges) and guide for 8 pencil sizes. 
Specify BOSTON KS for really “sharp” 
ORDER TODAY— THE MODERN LINE OF PENCIL SHARPENERS and modern service. 

C. HOWARD HUNT PEN CO., CAMDEN, N. J. — 


S 
Also Manufacturers of Speedball Pens and Products—Hunt Pons IIMIMIIIIIINNINNNNNNNNN0000110 0100001011110 0111101011111011111811N 


Waldon RoGeits Eran 


They Correct Mistakes in Any Language 


HAUAUUAUUOQUANUODONDONUNUOOOOUODUGYOODONDOVONOUOONONODOGDOOUNODOOOOUDONNODANOOODNOONOOGHOTENONODNT Zz, 


TTS 


No. 399 TRI-PLY — for typists 
CENTER PLY — soft gray ra 

—~( ink and type eraser 

——) ourer PLIES — red rubber, = 

for all general erasing 


No. 235 CORAL — Versatile coral pink 
soft ink eraser; bias beveled for erasing be 
details; broad flat surfaces for cleaning. 


At your 
Stationer 


_ WELDON ROBERTS RUBBER COMPANY 


. =_ . aa k 7, New J 
WORLD'S QUALITY STANDARD [ii————niAsaiiahar 
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TIME SAVING 


LETTERING GUIDES 


Only C-Thru modern engineering ue 
methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 56 Guides 


alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4", 5/16", 3/8", 1/2”. 


TRIANGLES i y ] 

Improved with thicker, — g 

plastic, true edges, round cor- 
~~ and flat s fa s. 


Made of sturdier plastic. 

on working surfaces eliminate 

- ink smudges. Non-inflammable. 

_ ADJUSTABLE TRIANGLES 
$ » 8” size of sturdy, clear non- 
om: © ~\ inflammable plastic. No pro- 
A truding rivets or sharp points. 
drawing, ruling and computing devices. 
) 

SEND FOR FREE CATALOG 


RULERS » TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CTW Z2Ze Boyneny 


HARTFORD, CONN. 


A complete line :of other quality 
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STEEL TRANSFER 
CASES... 


...Can be “Stacked” 
and used as a file 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASA FILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
tor years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 


Width Height Length Packed 


No. 5 Letter Size ........ 12% x 10% x 24 | With or without rollers 
No. 6 Legal Size ........ Si, x 10% x 24 | With or without rollers 


No. || Voucher Size...... 8/2 x 53% x 24 3 On Guides Only 
No. 12 Invoice Size ...... 10 x 8 x24 3 On Guides Only 
No. 14 Check Size ....... 9 x 3% x 24 3 On Guides Only 


No. 58 Letter Base 
No. 6B Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 
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POSTAL SCALES 


te line of office mailing 
the market today. 


the most comple 
scales on 
s — Capacities 2 Ibs. to 50 Ibs. 


4. 


Four model 


Model 1546—List...... $5.45 A 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 
merchandise up to 2 Ibs. 
Large dial. Platform 2” x 3’. 
Dimensions overall 5/2” x 
24" x 62". Packed one 

to a carton. Shipping 

weight, 11% Ibs. 


E 
Bay 


Bg 
‘ 


q 
ti 


Fail 
Model 1509 Hf 
Se $8.50 / AY 


The postal scale for 
average office use. Ca- 
pacity 5 Ibs. by 44 
ounce. Computes 
postage for airmail, 
first class and mer- 
chandise up to 4 Ibs. 
Dial 6/2’, glass covered. 
Platform 51/2" square. 
Dimensions overall 61/2” x 


62" x 9/2". Packed one 
to a carton. Shipping . ames (S86 
weight, 5 Ibs. not Bemraece 


Model 1530 E 
List ......$8.50 | 


Parcel Post Scale. Capac- 
ity 25 lbs. by 1 ounce. 
Computes postage for 
merchandise up to 25 Ibs. 
for all postal zones. 
Dial 61/2", glass covered. 
Platform 51/2"’ square. 
Dimensions overall 61/2” 
x 62" x 9V2"'. Packed 
one to a carton. Shipping 
weight, 5 Ibs. 


Model 1515 
aa $10.50 


Parcel Post Scale. 
Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 Ibs. 
for all postal zones. 
Dial 8’’, glass covered. 
Platform 7” square. 
Dimensions overall 

8” x 7Y2" x 10”. 
Packed one to a carton. 
Shipping weight, 81/2 Ibs. 


I} 
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Fela] 


x 


»~ 


PRE 


Fi 


Model 
1515 


Dealer advertising electros, mats or display cards available on 
request. One and two column plates 75 lines high. 


Consumer stuffer available for dealer use. Contains illustrations 
and descriptions of four scales, also revised domestic postal rates 
effective January 1, 1949. 


Order from your supply house 


HANSON SCALE COMPANY 


525 North Ada Street, Chicago 22, Illinois 


January, 1949 
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finest checking and 
marking crayon made! 


<a WASHABLE SILK CRAYON ms 


a4 
want iN USA STAON AL | 


-—— =" STAONAL fl 
—l"-* STAONAL 


STAONAL N03 


ATs oF 


MADE HUSA. 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily,Wet or Dry Surfaces ; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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and 


A good-looking letter makes a qood 
impression ... your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


WRITE Typewriter Ribbons produce 
clear, crisp, uniformly sharp letters every 
time. WRITE Carbon Papers give you 
more copies and cleaner carbons from 
every original, and they're easy to han- 


dle. 


WRITE high-quality products are quar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 
Paper. 


Ask your dealer, or write us today 
for FREE samples and attractive 
prices. 


Immediate Deliveries 


420 Lexington Ave., 
New York 17, N. Y. 


~ CARBON PAPERS 4 


TYPEWRITER RIBBONS 


Get WRITE on the Job! 


a a 
i ae 


(From page 78) 

work. But if we “kick the gong around” and 
get less than the maximum number of units, 
it is poor methods work even if we accomplish 
the objective qualitatively. The yardstick of 
what constitutes satisfactory performance in 
the field of methods is to a considerable degree 
a measurement of :nanpower utilization. 

(2) Effectiveness: By this we mean the 
accomplishments of an individual or a group in 
following a given method. In other words, 
relative output per manhour operating your 
systems and procedures. (Please don’t call this 
“efficiency.” ) 


To illustrate how these two elements contribute 
to productivity, and to point up the difference in 
the two, I am going to take a simple part of one 
job and show you several ways it can be per- 
formed. Here goes: 


A supervisor in action 

I am a supervisor. The procedure calls for me 
to sign requisitions which have been reviewed 
and okayed by a requisition analyst working 
under my supervision. I sign, and I sign—but 
they still pile up. I am told I am too slow. I 
therefore must increase my effectiveness. So I 
write my name faster and faster—possibly in- 
crease productivity 25 or 30 percent. 

But now it is noticed that my name is getting 
more and more difficult to read. I am not meeting 
the quality standard. (Incidentally if any of you 
are ever tempted to believe that old alibi, “Our 
present system is better; we know from experi- 
ence” here is some convincing rebuttal material 
for you: I have had almost thirty-five years’ 
experience signing my name and you still can’t 
read it.) Well, eventually somebody comes along 
and says, “Let’s simplify this job. From now on 
just initial the forms.” So I initial, and initial. 

My pace is much slower than before and yet I 
am accomplishing more—my productivity has in- 
creased perhaps by 200 percent. That is because 
we have improved the Method. 

But someone comes along and says, “We have 
developed a standard on this job. You will be 
allowed X hundredths of a minute for each unit. 
We will keep track of the time you spend on them 
and the number of units you complete, and on all 
production in excess of standard you will receive 
a premium payment.” My effectiveness may hit 
150 per cent now. And so it goes. 

Ultimately, of course, you may let me into the 
act through participation in a work simplification 
program and I will find a strange new element 
has been introduced into my life—I have begun 
to think! I ask the paydirt question, “Why?” 
“Why is this necessary?” Of course the operation 
will then be eliminated altogether! 

Just in passing let me remind you, in your sys- 
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Autocopy Gelatin 
Rolls, because of an 
exclusive Autocopy 
formula that elimi- 
= nates bubbles, dents 
and waves, will con- 
*sistently give you 


Se - better copies. 


Scientifically compounded, Autocopy Gelatin 
Rolls insure longest efficient use under varying 
climatic conditions—the Army has used them from 
the Arctic to the Tropics! Amber Fiber or White 
Fiber back. Will fit any duplicator. Rolls are 15 
ft. long. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, Illinois New York 11, New York 


REAL VALUES IN METAL CHAIRS 
FOR YOUR OFFICE 


Now S & N can deliver immediately any 
type of steel chair you may need 


THE IDEAL CHAIR FOR 
ALL ROUND OFFICE USE 


FATIGUE-FREE COM- 
FORT FOR THE GIRLS 
Form-shaped back and soft 
spring-cushion seat give 
maximum comfort. 


Tubular’ steel  con- 
struction .. 826. 


FREE TRIAL OFFER 
We're so sure you'll 
like ’em, you can have 
any of one of our 
steel chairs on two 
weeks’ free trial. Just 
phone, Financial 6- 
2233. 


It's a chair with a lot of style. 
yet it can withstand brutal treat- 
ment and continue to look good. 
It has all welded steel construc- 
tion for strength . foam rubber 
back and spring cushion seat for 
COMER ccccvcccoss only $36.00 


See Us in Booths 100-101, OFFICE 
EQUIPMENT DISPLAY STEVENS HOTEL, CHICAGO 


SPAK & NATOVICH, INC. 


aS) ence Yo forreand pvoril Mend SHet 1924 


30 S. WELLS STREET CHICAGO 6, ILLINOIS 


with URE]KVAY 
DUPLISTICKERS 


for better and faster addressing—filing—shipping 


Nothing can compare with Duplistickers for 
multiple labeling jobs. Gummed, perforated 
label sheets slip into typewriter like letter- 
heads. Up to 4 carbon copies in one operation. 
No fussing with labels that tangle, curl, spill 
and soil. Order today through your supplier. 
If jobber can’t supply your demands, write us 
direct giving his name. 


pLisTICn ERS 


Choice of 5 ‘“‘keying”’ colors 


5 letter-size sheets per pkge. 
a total of 825 (21." x 1") 


stickers only 5Oc¢ 


“The Name to Stick With” 


ERE Kn 


EUREKA SPECIALTY PRINTING COMPANY 
STATIONERY DIVISION DEPT OF 
Scranton, Pennsylvania 


office efficiency 5 


| 
| 


| 
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“@L8£).. RING BINDERS 


“Hand-Crafted”’ * 


by Elbe’s master craftsmen to 
give your binders ‘Styled 
Right’, ruggedly constructed 
and with lasting wearing qual- 


ity. 


Choose from 20 Grades (including 
Metal-Hinge)—138 stock numbers. 
All popular sizes and capacities. 
Prompt shipment on all items. 


*Elbe Ring Binders are ‘‘Hand-Crafted”’ 
by skilled bookbinders, using top-quality 
materials. This expert craftsmanship re- 
sults in a product of outstanding quality 
and durability, at no increase in cost over 
machine-made binders. 


Write for Booklet No. B-3 


Also manufacturers of post binders, prong binders, prong fastener 
binders, brief and report folders, ledger and storage binders, album 
scrapbooks, magazine binders, clipboards, archboards, fillers, indexes 
and loose-leaf metal parts. 


ELBE FILE & BINDER CO., INC. 


FALL RIVER, MASS. 
N. Y. Office—200 Fifth Ave. Boston Office—10 High St. 


January, 1949 
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a Metered Mail Systems 
; Letter and Parcel Post Scales 
Letter Openers ¢ Envelope 
_ Multipost Stamp Affixers 
oom Tables, Sorting Racks and Cabinets — 
Mail Bags and Mail Bag Holders 
sllbinngrept Check-Endorsing and Cancelling Machinel 
=—_ ee Pay and Production Control Systems 
ic. Automatic Stamp Vending Machines : 
panes yee Automatic String Tying Machines 
Flexowriter Automatic Typewriters 


The Fastest -Selling 
* Fountain Pen* 
in stationery 
stores is the 
Esterbrook 


with the right 
point for the 
way you write 


TO SELECT OR 

RENEW HERE’S 

ALL YOU DO 
*Survey 


National inane’ Inc. FOUNTAIN PEN 
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tems work never try to simplify or improve a 
thing before satisfying yourself that it is impossi- 
ble to eliminate it. Elimination of non-essential 
processing steps represents the steam-shovel part 
of the manpower cleanup you will have to per- 
form, and I suggest that you would do well to 
drop everything else for the next year and just 
go around asking the question, “Why is this 
necessary ?” 

Find out what part of the objective or mission 
of your company would suffer if the thing you are 
questioning were eliminated. Be objective. Be 
able to separate reasons and excuses. 


First of two articles. The second will be in the February issue 


Botany Mills Offices 


(From page 32) 


portantly to this distinguished decor. In the 
president’s office, mahogany panels and notes of 
vivid burgundy, introduced in leather conference 
chairs and in the rug, complement the gray wall 
finish. 

A small study and library and a private dress- 
ing room open off the president’s office. 

A section of the president’s office is designed 
as a board room, with a long mahogany directors’ 
table installed. A small kitchenette attached to 
the suite permits luncheon or dinner to be served 
during board meetings. 

A completely new air conditioning system has 
been installed for the entire twelve-story build- 
ing. The main cooling units have been located 
in the basement and each floor has its own air 
unit. Included in this installation is an oil-burn- 
ing heating system which makes possible removal 
of all unsightly pipes and radiators. 

This one system provides cooling in summer, 
heat for winter months, and fresh air ventilation 
when neither heating or cooling is required. 

The outmoded D.C. electrical system has been 
completely replaced by an A.C. system which pro- 
vides current sufficient for present needs and 
future expansion. 

Men’s and women’s lavatories have been com- 
pletely altered and a new plumbing system in- 
stalled. Addition of new toilet fixtures, tiled 
floors and walls, Sanitas wall covering, chrome 
accessories, mirrors, and ventilating equipment 
has made all] lavatories modern. 


Materials and services utilized 


FLoorR Covertnc: Supplied by William Gold, Inc., New 
York, utilizing rubber and asphalt tile products of American 
Tile & Rubber Co., Trenton, N. J., and Armstrong Cork Co., 
Lancaster, Pa.; chenille carpeting from Mohawk Carpet Mills, 
Inc., Amsterdam, N. Y., carpeting by Bigelow-Sanford Carpet 


Co., New York. 
(Turn to page 88) 
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COLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


yg 
Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 


The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


January, 1949 


He HEH ALAN 


not tip over. 


umbrella stand. 


Write for Bulletin OV4 


VOGEL-PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


Outsells Ordinary Costumers 
because .. . it "Keeps wraps 
in press"; holds more and will 


The S-6 Office Valet is your best 
recommendation for the small office, 
for it provides 6 space coat hangers, 
6 ventilated hat shelves and a built-in 


Sturdy welded steel construction — 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and architects. 


1 sl 
ys. eS = oe 


ihe eraser se tase years 
has been the choice 

of leading architects, o 
teachers and aio em 


only the genuine ‘ 

bears the trademark — a 

ARCUM | 

THE ROSENTHAL CO., New York City, U. 5. A ‘ 
Aiso Goodyear Brand Rubber and Soap Eraser: 3 
ONE-TIME CARBON INTERLEAVED FORMS 
4 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-9 


The ARTHUR J. GAVRIN PRESS, Inc. 


50 WEBSTER AVENUE e NEW ROCHELLE N. Y. 
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Depend on Pollen 


for outstanding value of 


SERVICE and FULTON 
DATERS and NUMBERERS 


All of high grade rubbers—deeply moulded to give 
clearer impressions. 


Abo: and Special Business Outfits 


Sign Makers and Chart Markers 

Fulion Stamp Pads and Ink 

All Weather Wood Block Pads and Ink 

All Types of Marking Inks (submit sample 
of material for faster service). 


Pheusstston’ Dri-Kwik Pad of Special Merit. 
* Carefully constructed of special woven felt 
and muslin on perfectly insulated block— 

inked with Dri-Kwik, a special ink that is 


odorless and dries instantly after use but 
remains moist in stock. 


Prompt Shipment — Write for Catalog 


Felten SPECIALTY COMPANY 


Factory and Showroom 
82 Fulton Street Elizabeth 1, N. J. 


Bigher Quality Since 1903 


- 


thing you need for Spirit (direct process) 
duplicating. 


Yes, all under one name HEYER . . . a quality prod- 
uct to give you clear copies . .. everytime 
... regardless of make or model of your 
duplicator. 


Write for 
Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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(From page 86) 


AIR ConDITIONING AND Heatinc: Stuart Aire, Inc., New 
York, utilizing equipment of General Electric Corp., Bell & 
Gosset, Inc., Barber-Colman, Tuttle & Daily, Anemostat 
Corp., and others. 

LIGHTING Fixtures: General Lighting Co., New York. 

_ Gass ANp Doors: Haber & Henry, Inc., New York, supply- 
ing Libby-Owens-Ford products. 

ELEvaTors: Watson Elevator Co., Inc., New York. 

TILE Work: Combi Tile Co., New York. 

MARBLE AND GRANITE: James Cullo & Son Marble Co., 
Bronx, New York. 

TERRAZZO Work: Del Turco Bros., Inc., New York. 

UPHOLSTERY AND Drapery Fasrics: Goodall Fabrics, Inc., 
New York, F. Schumacher & Co., New York, and Ben Rose, 
Inc., Chicago. 

UPHOLSTERED FURNITURE: 

ork. 

ELEcTRICAL CONTRACTOR: Forest Electric Corp., New York, 

Roorinc AND Wrnvows: Abbot Roofing & Sheet Metal 
Works, New York. 

Matt CuuTe: Capitol Mail Chute Corp., Brooklyn, N. Y. 

PLuMBING: V. Feldman Plumbing Co., New York. 

PaInTING: Ideal Painting & Decorating Co., New York. 

Masonry: J. Sweet & G. Levine, Inc., New York. 


Jens Risom Design, Inc., New 


Communications Men Meet 

The Communications Managers Association of New York, 
organized last year “to advance the cause of good com- 
munications management by means of mutual assistance of 
its members,” listened to a panel of speakers from Western 
Union at its January 17th meeting in the Board Room of the 
United States Rubber Co. Included on the program were 
C. E. Davies, assistant vice-president of Western Union, and 
Mrs. Jewell Castleberry, director of patron employee training. 


_ 


Walter D. Young 


Walter D. Young, Shell Oil Co., Inc., is president of the 
association. R. L. Bibb, American Airlines, is vice-president; 
Willam C. Itschner, United States Rubber Co, is secretary. 
Treasurer of the organization is R. O’Connell, Merrill, Lynch, 
Pierce, Fenner & Beane. Membership is composed of R. 
Hamilton, American Broadcasting Co., Inc.; F. W. Boehm, 
Bankers Trust Co.; C. W. Hopkins, W. R. Grace & Co.; L. 
Dill, Standard Oil Co. of New Jersey; R. R. Fife, Pan Amer- 
ican Airways; V. J. Murphy, Union Carbide & Carbon Corp.; 
Mr. I. Pearl, Atlantic Commission Co.; Alexander Sholder, 
George H. McFadden & Co.; W. A. Silver, Metropolitan Life 
Insurance Co.; W. Van Eps, Sr., Ingersoll Rand Co.; A. 
Wacker, Socony-Vacuum Oil Co., Inc.; and B. P. E. Wolbarst, 
Time & Life International. 

At the December meeting attention was given to the pro- 
posed by-laws, and a tentative activities program for the new 
year. Until further notice, the members, will lunch at the 
Hotel Abbey on meeting days, followed by a business session. 
in the United States Rubber Co. Board Room. 


Lang Now a Partner 

Rudolph Lang, formerly a staff member of the North At- 
lantic area of the American National Red Cross, has heen 
a partner in the Jellinek Printing Co., 15 Beekman St., N. Y., 
since December Ist 

Mr. Lang is a member of the Office Executives Associa- 
tion of New York. 


January, 1949 
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Now Its Pace College 

Action was recently taken by the Board of Regents 
of the University of the State of New York to confer college 
status upon Pace Institute, 225 Broadway, N. Y. At its meet- 
ing. the Board of Regents amended the charter granted Pace 
Institute, changing the name to Pace College and authorizing 
the College to confer the degree of bachelor of business ad- 
ministration (B.B.A.) in conformity with the rules of the 
Regents of the University and the regulations of the Com- 
missioner of Education for the registration of institutions of 
higher education. 

The basic structure of the major courses of study in effect 
at Pace College will remain the same. The Accountancy 
Practice course is already a four-year course. The Accoun- 
tancy and Business Administration course, and the course 
in Marketing, Advertising, and Selling will be extended to 
include four years of study. For the present the courses in 
Shorthand and Secretarial Practice will not be altered or 
extended and will be continued as Certificate Programs. 


Several New Appointments at Underwood 

W. H. Shepler, general service manager at the New 
York headquarters of the Underwood Corp., recently an- 
nounced the appointments of H. J. Frank and P. P. Gemmett 
as service supervisors for the Springfield, Ohio, and Utica, 
N. Y. branches, respectively. Mr. Frank joined the company 
in 1928, Mr. Gemmett in 1939. 

W. F. Arnold, vice-president and general sales manager of 
Underwood, announced that the following men have been 
appointed branch office managers: Francis M. Murtha, Syra- 
cuse; Bernard W. Lindauer, Kalamazoo; and L. A. Ward, 


Kansas City, Kan. | 


R. E. Ward is now manager of the Buffalo regional office, 
and A. J. Moynihan the same position at the Albany office. 

E. L. Peach was named manager of the typewriter division | 
of the Pittsburgh office, and George Grossman was made 
manager of the Brooklyn, N. Y. office. 


NATIONAL | 


HEART 


WEEK 


FEBRUARY 14-21, 1949 


1775 BROADWAY, NEW YORK 19 


| 
| 
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 FOUNTNBRUSH and INKS 


You'll find dozens of uses in the office 
for the Flo-master FOUNTNBRUSH 
Use it for addressing and labeling 
packages .. . file indexing .. . 
dating, proof-reading and script 
marking .. . chart, graph and 
map records, etc. Flo-master 
Ink dries instantly .. . 

available in eight transparent 
colors. Valve-controlled — 
Leakproof. Interchangeable nibs 
permit fine or heavy marking. 
Flo-master Set with 3 nibs 
and 12 oz. bottle Ink — $3.50 


Order from 
your dealer 
today. 


Cushman & Denison Mfg. Co. 
135 West 23rd Street, New York 11, N. Y. 


ACCO 


originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for ACCO on your fasteners. 


ACCO PRODUCTS. Ine. 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co, Ltd., Toronto 


ACCO FASTENER 
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W. C. LEUTE WANT-AD OPPORTUNITIES 
. ° 
COMMERCIAL LEATHER GOODS Rates are 15e a word. Minimum charge $3.00. Pay- M 
able in advance. Address replies to all Box Number 
a d 
54 DEY STREET NEW YORK 7, N. Y. ads c/o OFFICE MANAGEMENT & EQUIPMENT, : 
Canvas & Leather All Leather Mail- 260 Fifth Ave., N. Y. 1, N. Y. 
Mailbag 2215 bag £214 
Price Price 
eee $10.00 SERIO. 6080s $15.00 SS sada 
| ee 11.50 pe 17.50 Employment Service 
ae 13.00 | ae 20.00 se ee ae i iain 
BOni5...... . 15.00 ae 22.50 | 
| ee 17.50 a 26.00 } SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
26x18...... 19.50 26x18...... 29.50 new connection, communicate with the undersigned. We offer the 
| origins il personal employment service (39 years recognized standing and 
| putation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
| initiative on your part Your identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
} suffalo 2, New York. 


Positions Ww anted—Male 


$215 


Heavy Duty Bag for Mail, 
Securities and General 
Messenger Use 


EDITOR, WRITER AND RESEARCH MAN, Columbia University 
Graduate with Master of Arts Degree, seeks temiporary assignment or 
permanent connection with business organization to handle any type of 
research, writing, or editing. including preparation of office manuals, em- 


$224 ployee training material, and house organs. Can refer to long list of 
satisfied clients. OM-36. 
PP Ee ecitudceeen price $19.50 — ince scesivnsnhlentininiisedpesiemslesis incessant ssc = 
ae 21.50 NO “FORM. AL LABEL but can make excellent administrative assistant. 
18 aos 23.00 Experienced as analyst. Have know-how with figures, can read between 
fe oe ie a = ¢ the lines. Like details and consider them important. Here is that right 
ro Fae E GSTS ee 25.00 |! hand man for you. OM-38. 
OE vavreseons - 27.00 nena neigh iienietenseniaincsiaicaninicaiit a = 
eee ae “ 29.50 |} SALES EXEC v TIVE E. 12 years of successful ‘sell ng experience in 
PRESS “32.50 Special Sizes Made to Order | Continuous and Snapout forms field. Well versed in Methods and Pro- 
| cedures work Familiar with most office machines and systems. Ex- 
° ° | red ji sales ; g 3 Seeki - 2 ° 
The above are subject to a 20% Federal excise tax. We also | perienced in sales trainin and management. eeking firm connection 


with established manufacturer of specialty forms or office equipment 


make messenger wallets, money bags, brief cases, zipper cases, | ., salary and bonus basis. OM-35. 


accountants’ cases and salesmen’s sample cases. 


WE INVITE YOUR INQUIRIES Positions Wanted—Female — — ae 


EXECUTIVE ASSISTANT—possessed of initiative, poise, common sense 
and resourcefulness. Comprehensive knowledge ot mechanical and elec- 
trical engineering, blue prints, manufacturing, organization, office manage 


ment and all phases of purchasing procedures. Al buyer, big scale. Ex- 

INFORMATION tensive National contacts. Ability to negotiate with executives ina digni- 

| fied manner. Capable of responsible supervision with the “know how’”’ to 

FOR | get things accomplished. Could be valuable right hand to busy executive. 

e | Interested in a permanent post with a acai company. Available 


SUBSCRIBERS | immediately. Starting salary $3,900. OM-3 | 


The Subscriber’s | — —__— ee ee 
Information De- Representation Wanted 
partment to supply 


} 

you with anyinfor- | | \¥aNUFACTURER’S REPRESENTATIVES WANTED who are inter- 
| 
' 


mation you require ested in selling a complete line of metal, masonite, and formica typewriter 
regarding the tables. A beautiful line. Old established line which has recently = 
reorganized. Good commission rate. Many territories open. Contact Mr. 

Eaey to learn’ New back traneer date e source of supply of F. W. McWilliams, 10700 Berea Road, Cleveland, Ohio. 
up calculations —_—_ - 


ask FOR BULLETIN SO-13 nema: | | MAILING TUBES « WRAPPERS 


any office equip- 


Write us whenever The tighter you roll the tubes—the stronger they are. 
you are interested FORMERLY MANUFACTURED BY 
in learning the] | International Mailing Tube and Wrapper Company 


aoe — AMES SAFETY ENVELOPE COMPANY 
i amverieeeat | SOMERVILLE, MASSACHUSETTS 


name and we will ; — ma 
endeavor to] | 
promptly advise] | 
you where it can] | 


be located. | £ Join the 

| OFFICE | MARG 

g Artemis ttt and sowedd be ae | | OF 
ASK FOR BULLETIN SO-15 EQUIPMENT DIMES 
SOLE DISTRIBUTORS FOR U.S.A. 260 Fifth Avenue | | 


@ Repeat and multiply key AND 
© Credit balance @ Electric © Quiet 
IVAN SORVALL INC New York 1, N. Y. } THE NATIONAL FOUNDATION FOR INFANTILE PARALYSIS 
’ ° 
210 FIFTH AVE., NEW YORK 10, N. Y. 


A 
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Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 


PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


More and more typ- 
ists prefer Norta, the 
modern plastic type 


cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 


efficient. Longer last- 
ing. A favorite since 
m * 1924. 


THE ORIGINAL 


 NORTA 


PLASTIC TYPE CLEANER 


NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, N. Y. 


Top quality products for your office 


AIEB- 


STOCK INDEXES 


A Complete Line... 
Indexes e Desk Pads 
Celluloid Tabbing 
Phone Book Covers 
Visual Display Binders 


AICO Products sold at your local stationers. 
For further details contact this office. 


G. J. AIGNER COMPANY 


503 S. Jefferson Street Chicago 7, Illinois 


Protective Holders 


Skedmasler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!/." 


Electrically welded lecontines. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 
ART STEEL SALES CORP., 


300 East 145th Street, New York 51, N. Y. 


FUTURA GREY 


For Mounting With Complete Visibility 


CrgeZ 


TRANSPA 
Mort Corners 
“CLEAR AS GLASS” 


The ideal corners for mounting 
photos, stamps, clippings, ete., in 
albums or wherever desired. Will 
not injure gummed backs of stamps. 
Used for years with perfect satisfac- 
tion. Photos or prints may be re- 
moved at will Made with black 
or white background. 


Order from your dealer or write 


Engel Art Corners Mfg. Co. 


4709-10 N. Clark St., 
Chicago 40, Illinois 


iFtal 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive : 
green. 15 drawers. Capacity 1,020 cards. = 
Complete with 5 x 8 card holders. ee i 


ALSO OTHER SIZES WOOD KARDEX, 

STEEL KARDEX, AND OTHER MAKES = 

World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


TIME TESTED PRODUCTS 


NOBEMA PRODUCTS CORP. 


eer 141 GREENE ST NEW YORK I2N.Y. 
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Hoissures 
YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS 


TYPEWRITER CARBON BILLING CARBONS | 
_ FAN-FOLD CARBON PENCIL CARBONS 
CARBON SNES REGISTER ROLLS 


INKED. RIBBONS. 


TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS * 
HECTOGRAPH RIBBONS DUPLICATING FLUID — 
Hand me CREAM CORRECTION _ 


Codo-mes CORP. 


529 So. Franklin St. 
Chicago 7, Ill. 


401 Wood St. 270 Lafayette St 
Pittsburgh 22, Pa. New York 12, N.Y. 
Factory: Coraopolis, Pa. 


Mb ccltsens Bohes 


A 
Acco Products, Inc. ...... 89 
Ace Fastener Corp. ...... 8 
Adirondack Chair Co. ... 91 
Rignet Con, Ge. b.. occicccvi 91 
All-Steel Equipment, Inc. 11 


Ames Safety Envelope Co. 90 


Art Steel Sales Corp. .... 91 
Pastoeowy, Ee. «0.606060. 85 
B 
Binney & Smith Co. ..... 83 
Browne-Morse Co. ...... 77 
c 
Carter's Ink Co. ....<:..5 16, 17 
Codo Mfg. Corp. ........ 92 

Cole Steel Equipment 

GN i cvivunakewew i Si, 52 
Colonial Carbon Co. .... 87 
Commercial Controls, 

MR iat ote wre & Sed 86 
Consolidated Loose Leaf. 

de hela ete nan oi ae-s 12 
Corry-Jamestown Mfg. 

SE eS ee 70 
C-Thru Ruler Co. ....... 82 


ee | 13 
E 
Elbe File & Binder Co., 
DES ce aw a coin eee 85 
Engel Art Corners Mfg. 
ot eine et sean 2 91 
Esterbrook Pen Co., The 86 
Eureka Specialty Printing 
iy oak Wan eon ce oe eo 85 
F 
Faber Pencil Co., 
ee, 4 
Fulton Specialty Co. .... 88 
G 
Gavrin Press, Inc., 
ee re 87 


General Electric Co. 
General Fireproofing 
RS re 2nd cover 


Globe-Wernicke Co., The 65 
Gray Mfg. Co., The ..... 3 
H 
Hanson Scale Co. ........ 83 


Heineman Office Equip- 
ment Co. 


Heyer Corp., The ........ 88 
Hunt Pen Co., C. Howard 81 
I 
International Mfg. Co. ... 82 


Invincible Metal Furni- 
ture Co. 


K 
Kee Lox Mfg. Co. ...... 75 
Keystone Steel Equipment 
ap tartan Mee as 76 
L 
ROG WO kovenctawens 90 
M 
Marchant Calculating 
Machine Co. .....0065. 71 
N 
National Cash Register 
Ri ME. occce kd as Gk'es 9 
National Pencil Co. ...... 80 


Nobema Products Corp. . 91 
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oFPRESEN TATIVES 


A New Market ois 


For information regarding styles, sizes and prices SEE YOUR LOCAL DEALER OR WRITE DIRECT TO 
WOOD-REGAN INSTRUMENT CO.. Ine... Nutley. New Jersey 
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A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ...even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 
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ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
.,.not shaded or blurred. 


Wsdev W00d... iv vewnrres 


Tal /t his Lew 


Good to Look at... 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em ata 
light finger touch. 
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Urge your boss to buy you an Underwood 
All Electric . . . and you'll a/ways have 
his letters looking their best. 

You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing... all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
and other Supplies. 
New York 16, N. 5 A 
Underwood Limited, 135 Victoria St, /- 


One Park Avenue 


Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere rwtoal 
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